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ABSTRACT 
LEADING THE BLACK CHURCH IN THE 21* CENTURY IN ACHIEVING 
ITS BIBLICAL PURPOSE THROUGH DEVELOPING 
WRITTEN POLICIES AND PROCEDURES 


by 


Major Adam Stewart 


United Theological Seminary, 2004 


Mentor 
Ricky Woods, D.Min. 
Terry Thomas, D.Min. 


The mimistry context is Gethsemane Baptist Church of Flint, Michigan. There are no 
written policies and procedures in place to declare the stated mission of the church. The 
hypothesis is that written policy and procedures will help the church realize its biblical 
purpose. The methodology used was a pre/post test survey designed to assess the current 
understanding of the participants. Workshops and seminars were used to increase the 
knowledge base. Results produced an‘ increased understanding of the purpose and an 


appreciation for the church manual, which was created. 
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INTRODUCTION 


The focus of this study is to develop a major paper on the subject of leading the 
black church in achieving its biblical purpose through developing written administrative 
policies and procedures. 

The study was based primarily upon the direct observation and action research of 
the researcher at the Gethsemane Missionary Baptist Church located in Flint, Michigan. 
The researcher is the senior pastor within this ministry context. 

This researcher has observed many issues relating to the absence of written church 
and ministry administration policies and procedures, within this context and others, that 
may hinder a church’s stated mission from being realized. The objective of the project 
was to implement a ministry administrative model that would accomplish the mission of 
the universal church, while creating a more effective local context (Matt. 28:19-20; I Cor. 
10:31). 

In Chapter One, “Ministry Focus,” the reader is informed about some unique 
characteristics of the context and of the researcher. This information is provided to give 
the reader useful background information about the project. 

In Chapter Two, “The State of the Art in this Ministry Model,” a variety of 
relevant and helpful resources are reviewed in a narrative format. They are not necessarily 
categorized by importance, but by topic (Administration, Church Growth and Leadership) 


for convenience. 


In Chapter Three, “Theoretical Foundation,” contains some of the biblical, 
historical, and theological arguments for an effective ministry administrative model. The 
foundational passage used from the Old Testament is Exodus 20: 1-17 and from the New 
Testament is Mark 6: 30-44. 

In Chapter Four, “Methodology,” the implementation and evaluation of this 
written administration model of ministry administrative policy and procedures is presented. 
The evaluation process that was utilized began with a written leadership job description 
questionnaire and a pre-test survey, which assisted in determining the participant’s present 
general understanding regarding the purpose of the local church and ministry 
administration. A post-test survey was also administered to the same participants. This 
indicated what growth occurred as a result of the training and seminar sessions. 

In Chapter Five, “Field Experience,” the reader will be given specific results, with 
comments, of both the pre-test and post-test surveys. Finally, in Chapter Six, “Reflection, 
Summary and Conclusion,” the researcher offers a summary of the project, along with 
conclusions and suggestions for further study in the area of Church Administration and 
policy and procedures. 

Following the final chapter, the reader will discover appendices, which contain the 
leadership list of participants, pre and post-test surveys, survey results, lesson plan 
outlines, job description worksheet and the Gethsemane Missionary Baptist Church 
Ministry Administration Policy and Procedures Manual. Lastly, a Bibliography is 
provided for the reader’s benefit for further insight into church administration and 


leadership. 


Delimitations of the Study 
Delimitations of the study have been that the participant group is narrow and 
restricted to the Gethsemane Missionary Baptist Church and thus, further study, seminars, 
and training can be initiated by the researcher since he is the senior pastor of the church. 
In this way, the researcher pastor can provide further opportunities for training, survey 
review, evaluation, and teaching in relation to administration and leadership; and through 
other pastoral relationships even expand the study to include other local congregations or 


congregations outside of the Flint area with similar church models. 


CHAPTER ONE 


MINISTRY FOCUS 


Careful analysis of one’s surroundings most often produces an awareness of 
problems, concerns, and successes. Moreover, an effective analysis can have profound 
implications for future progress and growth. As the senior pastor of Gethsemane 
Missionary Baptist Church in Flint, Michigan and as a student in the Doctor of Ministry 
Program at United Theological Seminary, Dayton, Ohio, a contextual analysis was 
performed to help identify problem areas at Gethsemane Missionary Baptist Church that 


needed addressing. 
Demographics 


The depth of this study was within the context of Gethsemane Baptist Church, 
located at 1258 E. Humphrey, Flint, Michigan 48505. Gethsemane is located in the 
extreme northeastern section of the city of Flint. This residential area is commonly 
referred to as the Flint Beecher district. This area is bounded by the 475 US freeway 
going north and south, on the west side of the church; Dort Highway going north and 
south on the east side of the church; Coldwater Road is north of the church running east 
and west; and Carpenter Road is south of the church running east and west. The church is 


located in a somewhat obscure area not very visible to local traffic. 


The population of Flint is approximately 124, 943 residents. Fifty-three percent of 
the residents are black, 41% are white, 5% are Hispanic and 1% other. According to the 
Flint Chamber of Commerce, there are 4, 036,146 people in the Genesee County area, of 
which Flint is the largest city. 

There are more than 450 churches in the city of Flint. There are 187 Baptist 
churches, according to the latest records in City Hall. However, in our area of ministry, 
there are only five Baptist churches. The closest church to Gethsemane is one mile away. 

The major employers in the city are: 

1. General Motors (Auto Industry) 

2. Delphi (Auto Industry) 

3. McClaren Hospital (Health Care Industry) 

4. Genesys Hospital (Health Care Industry) 

5. Hurley Hospital (Health Care Industry) 

6. City of Flint (Local government) 

7. County Government 

8. State of Michigan 

9. Flint Community Schools 

10. Baker College of Flint 

11. Local Motels and Hotels 

12. Flint Community College 

13. University of Michigan ~ Flint 

14. Bank One 


15. Flint Journal Newspaper 


Approximately 3,307,732 people are employed in Genesee County. Due to recent 
General Motors’ plant closings and city hall cutbacks, the unemployment rate has 
increased dramatically to almost 18% in the city of Flint. This fact is also partially 
responsible for the huge exodus from the city of Flint to the suburbs of Grand Blanc, 
Flushing, Mt. Morris and Davison areas. Many people are moving out to these areas 
because of the desire to shorten the driving distance to their place of work and to move 


further away from high crime areas within the city. 
History of Gethsemane Missionary Baptist Church 


In February of 1966, Rev. B. T. Anderson formed a mission in the basement of his 
home with eight charter members. On June 16, 1966 Pastor Anderson’s vision became a 
reality and Gethsemane Missionary Baptist Church was born. In 1970, a new state of the 
art church facility was built on newly acquired property adjacent to the “House-Church” in 
which they worshipped for the first four years of the life of the church. Over the years, the 
church grew to more than 250 members. 

For many years, Gethsemane was a beacon of light and hope in the community of 
Flint for both laity as well as ministers. It was actively involved in local and foreign 
mission work, community activities, local church fellowships, district, state and national 
Baptist conventions and various other ministry outreach efforts and activities. 

In 1985, Rev. R. D. Anderson, the son of the former pastor B. T. Anderson, was 
called to pastor the church after his father’s death. During Pastor R. D.’s tenure, the 
church facility was expanded to include a larger pastor’s office, sanctuary overflow and a 


fellowship hall with additional bathrooms, classrooms and office space. 


Unfortunately, the membership, ministry outreach activities, and church morale 
began to decrease over the last 10 years due to a number of issues. As a result, Pastor R. 
D. Anderson was forced to resign in December 2000. In January of 2001, the church 
voted in Rev. Sherman McCathern to serve as the interim pastor until a permanent pastor 
was in place. 

On June 24, 2001, the church voted in their thi pastor since the original 
organizing date of the church. The membership had dwindled to 48 (adults). There were 
a total of five pastoral candidates including myself. After several preaching and 
ministering opportunities for all involved candidates, the Pulpit Committee narrowed the 
search down to two candidates, Rev. NN and myself. At 6:18 pm, I 
received a call and was informed that I was pastor-elect of Gethsemane Missionary Baptist 
Church. There were 13 votes cast for Rev. [EEE and 35 members voted for Rev. 
Major A. Stewart. 

I preached my first pastoral sermon on the first Sunday in July 2001. On August 
18, 2001, I was officially installed as the senior pastor of Gethsemane Missionary Baptist 


Church. 
Gethsemane’s Challenges 


Since the installation, a number of church problems have surfaced that have 
negatively affected many areas of the church. There was an absence of written church 
administrative and ministry policies and procedures. Policies and procedures did exist, but 
they were not in written form and were therefore open to anyone’s interpretation. This 
created confusion and frustration because, when there was turnover within the ranks of the 


leadership, specific policies and procedures may not be clearly understood. Unfortunately, 


over the years, Gethsemane has operated without written policies and procedures and has 
experienced many leadership frustrations, which have affected numerical, economic, and 
spiritual growth. 

For example, part of the problem with regard to the hindrance of numerical growth 
was related to incomplete records of the membership roll; the administrative help was 
insufficiently trained to utilize the full potential of the latest church software technology; 
new members were not sufficiently recorded to allow for prompt and proper follow-up; 
and there was a lack of focused ministries designed to meet the spiritual needs of the 
membership. People came in the front door but would quickly leave through the back 
door, figuratively speaking. 

With regard to economic hindrances, there has been a history of missed 
opportunities in maintaining and purchasing property for economic growth. Years ago, 
Gethsemane was blessed to purchase four lots of property directly east and adjacent to the 
church on the same block. Because of a lack of administrative procedures and leadership, 
two of the four lots (the two farthest East) became tax delinquent and were purchased by 
outsiders at a land tax sale. 

Additionally, there have been previous opportunities to purchase a livable home 
directly next door on the East side of the church. The current owners, for years, have 
been willing to sell the house but the church leadership was unwilling to purchase the 
property because they believed the asking price was too high. The problem had to do with 
a lack of understanding of the power of prayer and negotiation. The Scripture says that 
when we pray we must pray in faith (Matthew 7:7,8;James 1:6). With regard to 
negotiation, the key is not what the asking price is, but rather what the market will bear 


and what one is willing and able to pay. 


There were other problems that existed, which directly and indirectly affected the 
spiritual growth climate in the church that needed addressing. The first challenge was the 
absence of consistent, systematic, biblical preaching. Since the organizing of the church in 
1969, there is little evidence of systematic biblical education. Current leaders who have 
been at Gethsemane since the founding years confinn this statement. There has been some 
“good” preaching down through the years according to the existing leaders, but not good 
teaching. However, it is the researcher’s position that good preaching is good teaching. 
The two go hand in hand. They complement and supplement one another. The meaning 
of good preaching to some of the Gethsemane congregates unfortunately is a preacher 
who is able to “sing and hoop.” It is something they can “feel,” according to one member. 
However, good preaching is communicating accurately, clearly, and passionately the 
truths of a given text of God’s Word so that the people can understand the truths and can 
respond to the claims of Christ appropriately (Stephen F. Olford). There is nothing wrong 
with feeling good from the preached Word, but there should also be learning, 
appropriating, and a transforming response taking place as well. 

The lack of participation in the Sunday School period was another hindrance to 
spiritual growth at Gethsemane. The church consists of approximately 165 active 
members (at the time of this writing) and only 20 members (12%), on average participate 
in Sunday School (including children). This represents a decrease from August 2001 of 
29% (10 out of 35 members). Although the active membership has increased dramatically, 
the rate of Sunday School participation has decreased. Sunday School has always been a 


major teaching arm in the traditional black church, and this trend must be reversed. 
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The next problem that hinders the spiritual growth of the church is the 
ineffectiveness of the Christian Education practice and focused philosophy regarding 
spiritual pedagogy. The Bible reminds us to study God’s Word that we might be able to 
rightly handle His Word (2 Timothy 2:15). There has not been a consistent structure, 
written or otherwise, within the life of the Gethsemane Missionary Baptist Christian 
Education ministry to help members learn to rightly divide God’s Word for maximum 
instruction in righteousness. There are teachers assigned to teach various Sunday School 
and Wednesday night Bible classes but there has not been consistent attendance by the 
teachers. 

Finally, there was a lack of need-based ministry designed to meet specific spiritual 
growth needs in the church. Within each group, there are a number a spiritual needs that 
are not being met on a systematic, consistent basis to challenge individuals in their own 
context to grow in knowledge and in grace of our Lord in order that they might produce 
fruitfully, therefore, being used to help accomplish the mission of the church (Matt. 28:19- 
20; 1 Cor. 10:31). 

Thus, a number of challenges have existed which have hindered the numerical, 
economic and spiritual growth of Gethsemane Baptist Church and further affirm the need 
for more effective church administration. Until these issues (Incomplete record keeping; 
no sense of vision for ministry expansion; lack of biblical structure and consistent 
systematic teaching) are addressed, it is doubtful that God’s mission for the New 


Testament church will be realized at Gethsemane Missionary Baptist Church. 


ll 


Insights Brought.to Bear by the Researcher 
Background of Researcher 


I was born to Annie Mae Stewart and Jessie York in Muskegon Heights, 
Michigan. There were seven children born to the union of my mother and another set of 3 
brothers and 2 sisters born to my father from another marriage. My mother was a single 
parent during the majority of my youth. Even though she did the best she could to raise 
us, there was little or no structure at all in our household. Although she administered 
household regulations, i.e. curfews during the weekday, they were not consistently 
enforced. 

Looking back, it seems that the only consistent systematic structure during my 
elementary, junior high and high school years was sports related. There were strict 
requirements for participating in athletics (Football and Basketball). One had to attend 
and be on time for practice. Besides the head coach, there were assistant coaches for each 
division of the team. There was even someone who took attendance and was instructed to 
call the homes of the players when they were absent from practice. Whether it was 
football or basketball, there was a systematic structure in place to keep the teams focused 
toward achieving their goal, which was to win championships. 

During the same time span from the perspective of the church, there was an 
inadequate systematic structure in place compared to sports. Even though I grew up 
going to church, there was very little structure in place to ensure that learning and 
participation took place. Most of the time I did not understand or could not relate to the 


sermon. I knew about Jesus and had trusted Him as my personal Lord and Savior, but 
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was unable to connect with the pastor and his message. However, Sunday school was 
different, I enjoyed listening to the lessons when I attended and was able to participate. 
There were times when I would not go to church for weeks and would not receive a 
phone call or house visit from the church. It seemed to me that if it was important or if I 
were important that more would be done to make it interesting and structured. 
Consequently, I grew up incorrectly thinking that it was not as important to attend Church 
as it was to be an athlete. I thought that only certain people, in positions, like the pastor, 
Sunday school teachers, choir members, ushers and deacons had to attend and participate, 


but that it was optional for people like myself. 
Ministry Experience of the Researcher 


After graduating from Eastern Michigan University in 1983, the writer experienced 
a spiritual awakening that only God can be trusted. I made a decision, by the power of the 
Holy Spirit, to commit my life to Jesus. Having enrolled in several Bible Colleges and 
Seminaries across the United States as I resided in different cities and states on work 
assignments for General Motors; I worked in several leadership capacities under the 
leadership of seasoned pastors. In 1986, I served as a Youth Pastor at Golden Leaf 
Baptist Church in Flint, Michigan. In 1990, I served as the Coordinator of the Singles 
Ministry at St. Paul Baptist Church in Oxnard, California, and in 1992, I served as the 
Assistant Pastor at Shiloh Metropolitan Baptist Church in Jacksonville, Florida. After 
another General Motors move, in 1997, I served as the Assistant to the Pastor at the 
historical Nineteenth Street Baptist Church in Philadelphia, Pennsylvania, and in July of 
2001, I was called to serve as senior pastor of Gethsemane Missionary Baptist Church in 


Flint, Michigan. 
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Since serving in various leadership capacities within the church, I was personally 
introduced to the importance of sound biblical structure at every level of service. It 
became evident that in order to achieve one’s stated goals in ministry, that the same 
amount of structure and organization that was required in athletics as a youth was 
necessary in ministry of Jesus Christ. 

As I reflect back on my childhood growing up in an urban setting in Muskegon, 
Michigan, I now see in my present context, how ministry can empower people in some 
very holistic ways. Having had almost 20 years of ministry experience, I now understand 
the benefits of this type of biblically sound administrative practice and the positive impact 
it has on the people of God. 

As one who has leadership and management experience in the corporate sector and 
in ministry; a BBA from Eastern Michigan University; an MBA from California Lutheran 
University and a MACE from Michigan Theological Seminary, I bring a unique ministry 


perspective to this issue and to the context of Gethsemane Missionary Baptist Church. 
Why Are Policies and Procedures Needed At Gethsemane? 


The Church and its purpose are the most important work on the face of this earth. 
This work of ministry must operate effectively and efficiently so that our Lord will be 
pleased in a work that is “well done by good and faithful servants.” The church must 
internally have “its house in order!” If we proclaim from the pulpit this truth from 
scripture to our people, we must be the ones setting the example, thus appropriate policies 
and procedures must be in place. 

When a church is not properly organized and operating effectively, one will 


typically find inefficiency, inconsistency, lack of accountability, misunderstanding of 
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responsibilities and authority levels, confusion regarding policy making, inadequate 
internal controls over operations, management by exceptions, unethical business practices, 
and legal and financial exposures. Also, governmental requirements call for orderliness 
and efficiency within the local church, as more churches are being sued and audited by the 
IRS. 

When policies and procedures are properly established and implemented, they 
become an invaluable resource for identifying and delegating responsibilities, preserving a 
consistent level of quality performance throughout church ministries and protecting church 
leaders and the congregation as a whole. Further these policies and procedures will help 
organize all church approved policies and procedures in one location for easy access by 


staff and church leadership.! 
Why Were There No Policies and Procedures Before? 


Many of the black pastors in the 1950’s and 1960’s did not receive formal and 
adequate training. The organizer of Gethsemane Baptist Church perhaps did not have 
adequate access to information to teach the importance of such a church administrative 
manual. However, if the pastor, elders and other church leaders are deficiently or 
inadequately prepared in certain areas of church management, the Bible encourages us to 
“seek out wise counsel” in areas of concern. Proverbs 1:5 states, “Let the wise listen and 
add to their learning, and let the discerning get guidance.” As responsible leaders, it is 
important to utilize every available resource to aid in ministry practice. One reason why 
there may have been no written policies and procedures is that the previous administration 


1 Rex Frieze, “Church Policies,” Frieze Resource Library Services 
http://www. friezeconsulting.com; Internet; accessed April 2, 2003. 
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simply did not understand the need, nor how to develop and implement them, and they did 
not see or adequately understand the benefits. 


CHAPTER TWO 
THE STATE OF THE ART IN THIS MINISTRY MODEL 


The Process of Church Administration 


Administration deals with the actual process of the task at hand. It focuses on the 
planning, organizing, staffing, directing and controlling.! With regard to planning, setting 
goals and objectives are important aspects. The development of strategies and how a 
particular issue is to be approached is done at this stage. Examples of planning in the Old 
Testament can be seen when Noah prepared the ark for the rain. Another example is when 
King David set aside supplies for the building of the temple. Nehemiah had a good set of 
plans for the building of the Jerusalem walls. Also, God sent Jesus at a time that was 
foreordained before the foundations of the world were laid. Each of these examples serves 
to help make clear that planning is biblical and a very important part of the administrative 
process. 

The processes and activities of organizing focus on the development of job 
descriptions and the development of a structure by which the people relate to one another 
and resolve conflict. Here is where most churches, including Gethsemane Baptist Church, 
miss the mark. There is very little written organization to help move the ministry through 
the inevitable difficult times. Organizational foundations in the Bible include how God 


1 Michael Anthony, “Biblical Basis of Management,” Evangelical Dictionary of Christian 
Education, ed. Michael J. Anthony (Grand Rapids, MI: Baker Academic, 2001), 444. 
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directs his prophets to select and anoint the kings of Israel, and the way Paul dictated job 
qualifications and responsibilities for leaders of the church (I Tim. 3:1-13; Titus 1:6-11). 

Staffing is another key element of administration. Staffing requires recruiting the 
most qualified people and then training them. In the Old Testament, only those selected by 
God were allowed to be his representatives. One could not just wake up one morning and 
decide that he or she wanted to be a spokesperson for God. God was the one who 
selected them. Jesus was very selective in choosing the 12 apostles. Paul was very 
selective in choosing his traveling companions and those to whom he gave leadership 
responsibilities. 

Directing or leading is also another key aspect of administration. Being an 
effective director has a lot to do with one’s ability to utilize interpersonal skills. They must 
be able to resolve conflict well. Here, it is very important to lead by example rather than 
by dictatorship, especially in the church. When a Christian is working with people, the 
Christian worker must be led by the Holy Spirit to know what to say and when to say it. 
The goal is to stimulate people to get the task at hand completed in such a way that 
sinners can see Jesus and God can get the glory. 

Controlling or evaluating is the ability to determine whether you are conducting 
yourself within the framework of God’s will. In order for effective controlling to take 
place, people must be held accountable for their work in the ministry. After delegating, the 
pastor or an assigned individual should continuously monitor the activities of a particular 
ministry for the accomplishment of goals or lack thereof. Evaluation has to always be 
based upon known standards or measurement or goals. It is not fair nor is it good practice 
to evaluate someone on objectives they know nothing about. The pastor or the assigned 
administrator should work with those who will be evaluated to define the goal or 
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objectives of the ministry and then use these agreed upon goals and objectives as a basis 

for measuring their performance. Where there are non-conformance activities, corrective 
actions can take place. It is worth noting that controlling people controls activities. And 

when activities are not controlled, generally, people are not controlled. 

There are many resources available concerning Church Administration in general. 
Church Administration is such a vital component to the overall health of the church that it 
was less than surprising to find many Christian resources addressing the various areas of 
Church Administration. It was more surprising to discover that there existed a limited 
amount of resources specific to Church Administration in the Black church. Many of the 
biblical principles of Church Administration transcend racial divides. However, due to the 
historical limited exposure to good administrative practices in the average traditional 
Black church, the methodology to implement good administrative practices becomes a 
very important step in the process, Time and space did not allow for review of all the 
pertinent and valuable administrative resources available. There are volumes and volumes 
of Church Administrative informational sources on the market designed to help churches 
better organize to do ministry. The literature reviewed in this chapter focuses on those 
works that shared insight to some degree on church planning, organizing, staffing, 
directing and evaluating (controlling) ministry context. Below are resources categorically 


reviewed by the researcher (Administration, Church Growth and Leadership). 


19 


Administration Resources 
Church Administration in the Black Perspective 


Church Administration in the Black Perspective, written by Floyd Massey, Jr. and 
Samuel Berry Mckinney, is a valuable church administration book. Originally published in 
1976, this informational guide provide guidelines for developing effective organizational 
structures in the overall church based on the experiences of the African American 
Christian community. This book also examines how the Black heritage and slave 
experience have modeled traditions that are important in black church life today. The 
authors bring a blend of practical and academic experience to the writing of this book in 
that they both have had seminary and pastoral experience. What is unique about this book 
is that this book unfolds the Black historical drama as a foundation to the necessity of 
establishing biblical model of administration. It details the events that made it necessary for 
the Black church to operate without a written set of policies for various reasons. 

Doctors Massey and McKinney do an extraordinary job of unveiling and bringing 
together the history of the Black struggle and the Black church, demonstrating how 
Blacks took the “raw material of their lives and organized what has become their strongest 
institution, the church.”2 

Faced with the awesome task of doing ministry in the urban communities, topped 
with the lack of adequate resources to underwrite community directed ministries, good 


administrative policies and procedures are a must. 


2 Floyd Massey, Jr. and Samuel Berry McKinney, Church Administration in the Black 
Perspective (Valley Forge, PA: Judson Press, 1976), 50. 
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This book is extremely relevant to the traditional black Baptist church. It is quite 
noticeable in the average black Baptist church that the oral tradition of administrative 
policy and procedures outweighs those policies and procedures that may be in written 
form. The writers of this work share with the readers how and why the oral tradition of 
policies and procedures weighed so heavily. Much of the lack of a written set of policies 
and procedures in the black church has to do with a historical and cultural dynamic. This 
book also underscores the significance of the traditional black Baptist church establishing 
written administrative policy and procedures to help maintain the uninterrupted flow of 
ministry. Being familiar with the historical perspectives will help one better transition from 


an oral to a written standard of policies and procedures. 
Church Administration—Effective Leadership for Ministry 


Dr. Tidwell wrote this book to be an orderly, comprehensive, unified presentation 
of the functional areas that make up the major elements of church administration. This 
book is also an introduction to basic skills of the leaders who work in the field of church 
administration so that the church, as a whole, may fulfill its divine mission in the world 
more effectively (Matt. 28:19-20). The author does not insinuate in any way that success 
is guaranteed utilizing his methods of church administration to the exclusion of other 
aspects of ministry. 

Pertinent questions and the corresponding answers to the questions together make 
up the plan. There are numerous benefits to using a plan rather than doing ministry by 
accident: 3 


3 Charles A. Tidwell, Church Administration—Effective Leadership for Ministry (Nashville, TN: 
Broadman, 1985), 89. 
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1. Planned ministries lead to progress instead of mere repetition. 
2. Planning builds continuity in the church’s program. 
3. Planning reflects unity of ministries supporting one another. 


4. Proper planning develops leaders and members, and brings others to Christ. 


Church Administration Hand Book 


The Church Administration Hand Book was written by a combination of well- 
qualified individuals. Bruce Powers is the General Editor. The contributors to this great 
work have served in local churches, in denominational administrative positions, and as 
teachers. They are highly respected writers, speakers, and practitioners who believe that 
administration must support the church through positive, servant leadership among the 
people of God. 

This administrative handbook has been enlarged by more than 40% with new 
material since its first edition. This book is a comprehensive resource that provides basic 
principles and guidelines for church administration and leadership. What makes this work 
particularly unique is that it brings together theology and the practice of ministry within a 
framework of concern for a church being alive and on a mission for Jesus; for growth and 
discipleship development; and concern for effective, goal-oriented administration. 

The Church Administration Handbook is needed in every pastor’s library. This 
book outlines the very nature of the science, art and gift of administration. It aptly covers 
the importance of relationship building in the church through managing people, money, 
facilities and time. 4 It addresses the administrative details (policies and procedures) 

4 William G. Caldwell, Robert D. Dale, Bob I. Johnson, Bruce P. Powers and Judy J. Stamey, 


Church Administration Hand Book (Revised), ed. Bruce P. Powers (Nashville, TN: Broadman and 
Holman Publishers, 1997), 10. 
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required to manage the resources (people, money, facilities and time) well. Finally, it 
brings together the leadership skills required to put in to practice an effective 


administration model to help the church fulfill its mission. 
Church Staff Handbook 


As the evangelical church has grown, so also has the need for teamwork and unity 
among church staff. Staff relationships can make or break the effectiveness of a church’s 
ministry. Dr. Westing contends that Jesus did not intend for ministry to be carried out 
Lone Ranger style, but by teamwork. This book, Church Staff Handbook, provides a 
blueprint for developing a spiritually strong and effective team for ministry in the local 
church. Revised and updated, this book discusses issues of: 

e Team leadership 

¢ Staff development 

e Role expectations 

e Goal setting 

e Hiring procedures 

This book is valuable to any pastor/administrator who desires to build an effective 
ministry team. If the 21* Century church is going to accomplish its mission according to 
Matt. 28:19,20, then ministry teams must learn to overcome the many obstacles to attain a 
greater sense of unity. 5 Dr. Westing reminds us that it takes more than just job 
descriptions to get teamwork. He gives specific steps on how to achieve teamwork unity, 


missing in so many churches. 


5 Harold J. Westing, Church Staff Handbook (Grand Rapids, MI: Kregel, 1997), 33. 
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Christian Education Handbook 


This book is more than just a comprehensive collection of information on Christian 
education. It is a working tool written by a group of Christian educators to provide botha . 
clear understanding of basic principles of Christian education and a practical guide for 
day-to-day administration of church education programs. 

The Christian Education Handbook explores a full range of critical issues in 
Christian education, then presents detailed practical information on: 

= Organization—how to plan, organize, coordinate, and evaluate both individual 
educational ministries and the overall education plan. 

«  Training—how to enlist, train, and motivate volunteer workers. 

= Leadership—giving guidance to media libraries, day schools, kindergartens, and 
camps. 

= Assimilation—new material on assimilation of new members. 

= Ready-to-use forms—to copy and use immediately. 

* Teaching aids—more than 100 figures, graphs, and worksheets make the book 


easy to use in classrooms and in local church administration. 
Frieze Resource Library for Churches and other Ministries 


This manual, written by Rex Frieze, is designed to aid in the effective and efficient 
functioning of staff, ministry groups and church members. It is designed to assist church 


leadership in sound decision making, optimizing the fulfillment of the church’s ministry 


6 Bruce P. Powers, ed., Christian Education Handbook (Nashville, TN: Broadman and Holman, 
1996), 60. 
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purpose and goals.7 Additionally, it is designed to encourage written ministry guidelines in 
one place for easy and quick reference. 
This manual is filled with examples of the primary governing documents and 

suggested organizational structures of a church, such as: 

= Constitution (Philosophy of Ministry) 

* Articles of Incorporation and Bylaws 

= Organizational Charts 

= Leadership Position Descriptions 

= Ministry Descriptions 

= Policies and Procedures 

= Administrative Forms 


* Internal Audit Checklists 
Church Executive, February 2004 


The Church Executive (Steve Kane, Publisher/Editor-in-Chief) is a monthly 
information source/magazine for church administrators. This monthly administrative 
resource features current articles that discusses issues relating to church administrative 
topics of concern such as: 

= Legal advice 

= Tax issues 

= Church maintenance 
= Marketing 


7 Rex Frieze, Frieze Resource Library for Churches and other Ministries (Orlando, FL: Frieze 
Consulting, 1999), 25. 
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= Other subjects include: 


° 


° 


° 


° 


° 


Management 

Church growth 
Music ministry 
Facilities management 


Financial 


In the February 2004 issue of Church Executive, Greg Hurlburt, wrote an article 


discussing the danger of embezzlement and how churches can avoid it. Greg Hurlburt is a 


CPA specializing in financial accounting, consulting and auditing for churches and 


religious institutions. Mr. Hurlburt says that “Pastors, administrators and board members 


are the first line of defense in the prevention of embezzlement.” Pastors and administrators 


have the responsibility to set the standards and expectations within which the church 


operates, They have a fiduciary responsibility to the church to exercise due care by 


establishing and monitoring procedures necessary to minimize the risk of embezzlement. 


According to Mr. Hurlburt, some courts have held the leadership personally liable for 


failing to prevent embezzlement. Common risk factors are as follows: 


= Complacency shown by leadership/management 


= Low management expectations 
= No pre-employment background checks 
= No employee bonding 


= Comparatively low employee compensation 


= Unorganized work environment 


= No written policies and procedures 


= Weak internal controls 
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= No segregation of duties 

= Poor documentation for cash disbursements 

= One employee handling and recording bank deposits 

= No required vacations 

= Missed financial reporting deadlines 

= Late issuance of required donor and/or payroll reports 

= Late issuance of financial statements and comparative budget reports 
= Insufficient supervision of the accounting personnel 


* No review of financial information by an outside CPA 
Church Operation Manual, A Step-by-Step Guide to Effective Church Management 


This manual, written by Stan Toler, serves as a reference document for the day-to- 
day operations and activities within the church. It minimizes the amount of routine 
decision-making required of the board, freeing them to discuss necessary changes required 
in church policy and procedures. It also permits the board members to use their limited 
time for essential planning of future church activities and periodic monitoring of the 
effectiveness with which the church is pursuing its mission. Basic policies and operations 
of the church along with the specific duties and expectations of the various church officials 
are outlined in the manual, making it an invaluable resource for new church members. ® 

People can better participate in church activities when a full understanding of the 
responsibilities and expectations are’ known. The manual also contains preprinted forms 
for easy customization and use: 


8 Stan Toler, Church Operations Manual, A Step by Step Guide to Effective Church Management 
(Kansas City, MO: Beacon Hill Press of Kansas City, 2001), 38. 
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Organizational chart 

Team Leader’s Appointment Form 
Statement of Faith 

Monthly Report Form 
Professional Staff Evaluation 
Pastoral Staff Goals 

Staff Self-Review Sheet 
Equipment Form 

Ministry Team Report Form 
Interest and Skills Survey 
Facility Use Request Form 


Wedding Checklist Form 
The Doctrine and Administration of the Church 


The Doctrine and Administration of the Church was written by Paul R. Jackson. It 


covers all phases of the local Baptist assembly. It discusses the organization, government, 


ministry, doctrine, outreach and practical problems of the church. Additionally, it offers 


samples of church covenants, Articles of Faith, Articles of Incorporation and a Church 


Constitution. ° 


9 Paul Jackson, The Doctrine and Administration of the Church (Schaumburg, IL: Regular 


Baptist Press, 1980), 80. 
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Church Growth Resources 
Biblical Church Growth 


In this book, Gary McIntosh explores the various issues concerning church growth 
in the local church. Nearly all churches look alike from the outside. Nearly all churches 
have worship services, programs for various age groups, buildings in which to meet, and 
numerous other similarities. Yet not all churches are equally healthy. Some churches are 
filled with life-giving vitality, while others struggle along searching for direction. Some 
churches experience biblical church growth, and others do not. Gary McIntosh takes a 
bold step in challenging the current trend of popular authors who sometimes derive their 
ideas from sources other than the Bible. In fact, one of the reasons for titling this work 
“Biblical Church Growth” was to make the point that, contrary to popular opinion, church 
growth is not based on sociology, marketing, or demographics. Church growth is a biblical 
concept, exploding from the life-giving nature of God. 

The portion of this piece that seems to be most relevant to church administration is 
found in chapter 11. Gary McIntosh acknowledges that there are very few specifics on 
church organization in the Bible. There are many principles but very few specific 
instructions, therefore, it is advisable to help put structure in place to minimize 
maintenance and maximize ministry. !° Even though this book does not specifically address 
the significance of a church operating procedure manual or the issue of developing a set of 
policies and procedures to carryout ministry objects, it is definitely implied. Simple, clear 
and easily implemented administrative policy and procedures will help minimize 


10 Gary L. McIntosh, Biblical Church Growth (Grand Rapids, MI: Baker Books, 2003), 70. 
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maintenance and maximize ministry. Written policies and procedures minimize 
maintenance of the church ministry because issues that need specific questions answered 
or addressed can be found in the church’s policy and procedures manual with ease. 
Ministry is then maximized so that those involved can better carryout the demands of their 


job or ministry descriptions with consistent instructions. 
The Purpose Driven Church 


This book explores the convictions, principles and practices that have been 
mightily used by God. Pastor Warren’s ministry is grounded and rooted in a Spirit- 
anointed servant/leadership, and a genuine heart of love for his people. He discourages 
other churches from trying to become “photocopies” of his church. Rather, he encourages 
local churches to penetrate our society with the transforming message of Christ by using 
contemporary and relevant methods without compromising the truth of the Gospel. 

The purpose of this book is to help every local church, regardless of size, to 
recapture the mission of the New Testament church. Warren states that every church is 
driven by something, whether it is tradition, finances, programs, personalities, events, 
seekers, and even edifices that can be the controlling force in a local congregation.!! 
However, his thesis is that for a church to be healthy it must become a purpose driven 
church, built around five New Testament purposes given to the church by Jesus. 

Given that a church understands its biblical purpose which is to “Go ye therefore, 
and teach all nations, baptizing them in the name of the Father, and of the Son, and of the 
Holy Ghost: Teaching them to observe all things whatsoever I have commanded you.” 


11 Rick Warren, The Purpose-Driven Church (Grand Rapids, MI: Zondervan, 1995), 150. 
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(Matthew 28:19-20), then it becomes the task of the local church’s pastoral leadership to 
put in place a balanced structure to help maintain the proper focus around the purpose of 
the church. That focus must be under-girded with a set of effectively written policies and 
procedures to ensure those who are responsible for carrying out the mandate of the 
Gospel, are sufficiently educated and equipped to follow the descriptions and 


functionalities of their ministry. 
Economic Empowerment Through the Church 


The author, Gregory Reed, discusses some positive approaches of operation when 
churches do not have members with the foresight necessary to help develop and protect 
the church, especially the black church, in stabilizing it community. Over the years, the 
Roman Catholics have developed the most comprehensive educational and economic 
development programs. Many black churches have lost their focus over the years, placing 
more emphasis and resources in education, civil rights, integrationist issues, and 
developing moral character than in the economic development of people so that they can 
reap their just rewards on earth.!2 Dr. Reed explains how churches are significant 
economic institutions but have failed to direct offerings to help the people that can be 


leveraged with greater returns in terms of jobs, housing, and community improvements. 
Staff Your Church for Growth 
In this book, Dr. McIntosh provides a fresh strategy approach to adding effective 


staff members to the ministry team. As churches seek to minister effectively, many 


12 Gregory J. Reed, Economic Empowerment Through the Church, A Blueprint for Progressive 
Community Development (Grand Rapids, MI: Zondervan Publishing House, 1994), 201. 
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consider adding professional staff members to meet the changing needs of modern 
congregations. This book is a resource manual that provides models for team ministry; 
keys to productive team ministry; guidance for determining when to add staff; techniques 
for effective interviews and steps to managing staff conflict.!> 

This resource guide gives step-by-step instructions on how to handle specific 
situations that are highly likely to surface while doing ministry as a team. It is especially 


relevant to managing conflict that is inevitable in many ministry environments. 
Leadership Resources 
We Have This Ministry 


Doctors Proctor and Taylor set out to challenge pastors to rise to the level of 
responsibility required for efficient and effective pastoral ministry. The book provides 
many spiritual insights encouraging pastors to “give purpose, meaning, coherence, 
direction, and authenticity to the total human sojourn, and then to have the audacity to 
insist on a grand surmise about the journey’s end.” Proctor and Taylor shouts out with a 
wake-up call to the aspiring effective pastor to get dressed and get to work prepared to 
win the war!!4 

Written administrative policy and procedures guidelines will serve as an aid to the 
pastor who takes seriously his pastoral ministry. Effective administrative practices will 
serve to help the pastor stay assured of his calling. He or she will be able to focus proper 
and balanced attention towards teaching, counseling, community and family involvement. 


'3Gary McIntosh, Staff Your Church for Growth (Grand Rapids, MI: Baker Books, 2000), 10. 


14 Samuel D. Proctor and Gatdner C. Taylor, We Have This Ministry, The Heart of the Pastor’s 
Vocation (Valley Forge, PA: Judson Press, 1996), 45. 
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The policies and procedures will help him prioritize the many elements of his ministry by 
reminding him that God has called him or her first to preach and teach God’s word, 


leading the church in understanding and fulfilling its purpose. 
Leadership Handbook of Management and Administration 


What makes this book so relevant is that it deals with a wide-range of daily life 
issues of managing a church, It deals with the issues of organization, financial, legal and 
people issues. Almost 200 major articles are organized in sections that integrate the 
spiritual and physical challenges of managing ministry. One of the most interesting articles 
that I read is found in chapter 27, “Managing Church Government,” written by Dr. Larry 
Osborne. He argues that an effectively managed church is enabled to accomplish its goals. 
Every organization has its unique set of rules, policies and regulations. When done right 
these rules, policies and procedures “function like the banks of a river, setting boundaries 
and helping everything flow in the same direction.”!5 In order for one’s pastorate to be 
effective when policies and procedures are written and in place, Dr. Osborne encourages 
every pastor to learn the rules, learn how to get around the roadblocks of the rules and 


learn when to develop new guidelines and policies. 
The Bi-vocational Pastor 


Dr. Luther Dorr, a Southern Baptist Seminary professor, provides good guidance 
in helping bi-vocational pastors juggle the demands of a full-time secular job, pastorate, 
study and family, Pastor Dorr carefully addresses the biblical bi-vocational example in 


15 James D. Berkley, ed., Leadership Handbook of Management and Administration (Grand 
Rapids, MI: Baker Books, 1994), 328. 
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Paul. Then he writes to help his readers understand the past, present and future of the bi- 
vocational ministry. When asked about the advantages of bi-vocationalism, one of the 
staffs interviewed shared the following: '* 

1, There is a sense of independence in not depending primarily upon the church for 
financial support. The preachers felt they were freer to preach more prophetically 
because of this independence. 

2, More involvement in the work of the church by the membership. 

3. Greater awareness of staff job descriptions. Due to limited time, each staff position 


was spelled out specifically. 
Spiritual Leadership 


In this book both, Henry and Richard Blackaby, draw upon their own extensive 
leadership experience as well as their ministry to leaders in all walks of life, offering 
insightful counsel into ways God develops, guides, and empowers spiritual leaders. Clear 
guidance is given as to how leaders can make a positive impact on the people and 
organizations they are currently leading. 

Only when we understand leadership in light of God’s calling on our lives will we 
be equipped to lead effectively. According to the Bible, God is not necessarily looking for 
leaders in the sense we generally think of leaders. God is looking for servants (Isa. 59:16; 
Ezek, 22:30). When God finds men and women willing to be molded into his servants, the 


possibilities are limitless. People are looking for someone to lead them into God’s 


16 Luther M. Dorr, The Bivocational Pastor (Nashville, TN: Broadman Press, 1988), 67. 
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purposes God’s way.!7 They need leaders who truly believe God will do what he says. 
People will follow spiritual leaders who understand God’s agenda and who know how to 


move them on to God’s agenda. 
Spiritual Leadership 


The author of this book is J. Oswald Sanders. This completely revised volume, 
which has been updated with modern language, is designed as a tool to help Christians 
grow and successfully apply spiritual leadership principles. The chapters are short in terms 
of length but are packed with powerful timeless godly principles. This book is filled with 
many spiritual leadership principles that, if personally implemented, will help lead and 
develop new leaders along the way. This volume serves as a reminder that God is looking 
for leaders who cares enough to exhibit the qualities of discipline, vision, wisdom, decision 
making, courage, humility, integrity and sincerity.'* This book also challenged the 


researcher to be an intentional reader in order to continue to grow and develop personally. 
Being Leaders 


Dr. Malphurs had a two-fold purpose for writing this book. First, he wanted to 
articulate a working definition of a Christian leader and leadership based on the Scriptures. 
Second, he wanted to challenge others to spend significant time defining their concepts of 
a leader and leadership. His point is, we must know what leaders are if we desire to 


develop them for ministry. He defines Christian leaders as servants with the credibility and 


17 Henry and Richard Blackaby, Spiritual Leadership (Nashville, TN: Broadman & Holman, 
2001), 29. 


18 J. Oswald Sanders, Spiritual Leadership (Chicago, IL: Moody Press, 1967, 1980, 1994), 25. 
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capabilities to influence people in a particular context to pursue their God-given direction. 
He defines Christian leadership as the process whereby servants use their credibility and 
capability to influence people in a particular context to pursue their God-given direction.'9 
This literary volume challenges the reader to take full responsibility for leading the 
people of God. There are several ingredients that must be an integral part of the pastor’s 
life. They include character, competence, clarity, communication, conviction, courage, 
care and composure. This book serves as a reminder that if the people do not trust me, 


they will not follow me. 
The Power of Team Leadership 


This resource volume focuses on the benefits of leading the people of God 
through the effective use of team leadership. Leadership is not about one individual’s 
performing all of the critical tasks—motivating, mobilizing, directing, and resourcing 
people to fulfill a vision—at a level of excellence and influence that separates him or her as 
being a “good” pastor. Effective leadership is about teamwork. It’s about everyone 
fulfilling his or her perspective roles in the process of leadership. 

Mr. Barna believes that many churches are setting up their pastors for failure by 
having unrealistic expectations of solo performances.”° It is the responsibility of the church 
to assist the pastor in fulfilling the mission of the church through effective teamwork. Dr. 
Barna then uses several illustrations to answer the question of why we should use the team 


leadership model (Moses, Nehemiah, Jesus and Paul). This book encourages leadership 


19 Aubrey Malphurs, Being Leader (Grand Rapids, MI: Baker Books, 2003), 105. 


20 George Barna, The Power of Team Leadership (Colorado Springs, CO: Waterbrook Press, 
2001), 87. 


through the use of teamwork. This strategy works well for the pastor who may be bi- 
vocational such as the researcher. An effective teamwork approach to doing ministry is 


more effective than a solo performance. 
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CHAPTER THREE 


THEORETICAL FOUNDATION 
A Definition of Administration 


The word “Administer” is derived from the Latin, adminisirare, meaning literally, 
“to serve.” This Latin root is useful in correcting the shortcomings of much modern 
church administration, since in considering the verb “to serve,” we have to ask, “To serve 
what?” The idea of administration cannot stand alone; it needs a referent object for the 
administrator to act upon, Administration, then, is not just activity, but purposeful activity, 
its purpose being determined in the context of a particular field of endeavor—business, 
education, or church.! 

An administrator is thus more than an executive, that is, one who carries out plans 
that others have made. The administrator cannot be one who is absorbed in the mechanics 
of operation for its own sake; he must be one who is vitally concerned with the 
achievement of purpose. His sole criterion for determining whether a project is a 
legitimate administrative activity is, Will it further the desired purpose? To express this 
central idea in a definition: Administration is the task of discovering and clarifying the 
goals and purpose of the field it serves and of moving in a coherent, comprehensive 


manner toward their realization. Such a definition suggests certain questions that any 


1 Alvin J. Lindgren, Foundations For Purposeful Church Administration (New York: Abingdon 
Press, 1965), 22. 
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administrator must frequently ask: What end or goal is to be served? What means will help 
reach the goal? How can all available resources and leadership be utilized in a coordinated 
and comprehensive movement toward the goal? In the case of the church, it is the pastoral 
administrator, he moves towards the goals of the Lord’s purpose. 


A Definition of Church Administration 


Church Administration equips the church to be the church and to do the work of 
the church in a coherent and comprehensive manner.” It is the guidance provided by 
church leaders as they lead the church to use its spiritual, human, physical, and financial 
resources to move the church toward reaching its objectives and fulfilling its purpose. 
Church Administration enables the people of God who make up the church to become and 
do what they can become and do, by God’s grace. 3 

This definition of church administration has within it three distinct elements that 
need to be identified clearly. 

(1) The overarching concern of church administration is the fulfillment of the 
purpose of the church of God. Church administration exists to enable Gethsemane 
Missionary Baptist Church to fulfill its six-fold purpose: Gethsemane Missionary Baptist 
Church exists to glorify God (I Cor. 10:31) through /oving the Lord and our neighbors 
(Matt. 22:37-40) by evangelizing people to Jesus, developing people to Christ-like 
maturity and equipping people for ministry in the church and world (Matt.28: 19-20). 
Effective church administration will help keep the purposes of the church in focus, while 
keeping individual responsibilities clear to leaders. The administrative documents will also 


2 Tbid., 60. 


3 Tidwell, Church Administration, 27. 
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help keep all involved parties moving in the same direction, minimizing confusion and 
frustration. Finally, effective written administrative documentation will help maximize 
human, physical and financial resources by providing controls designed to ensure good use 
of resources. 

(2) This definition of church administration is comprehensive, viewing the 
administrative task as concerned with every aspect of church life and seeking to coordinate 
every experience toward one unified purpose. Administration cannot be confined only to 
the organizational, program, and promotional aspects of church life. Worship, preaching, 
pastoral care, and every other experience within the church must be seen as interrelated 
parts of one whole. Each one must be viewed in relation to its contribution toward the 
church’s mission. Conversely, no activity is to be considered an end in itself (e.g., 
preaching, evangelistic outreach, finance), but each is to be an avenue of ministering to the 
needs of the people, as those needs are defined by the gospel. 

(3) This definition involves all members of the church in administrative 
responsibilities—the leaders and laymen. Administration is not the concern only of the 
pastor and a few “key” laymen. The whole congregation must understand the nature and 
mission of the church and must be involved individually and corporately in glorifying God 


(1 Cor. 10:31), so that the congregation can fulfill its mission. 
Church Administration Must Be God-Centered and People-Oriented 


Since the church is of God, there are certain characteristics that are intrinsic to its 
very nature that the people must accept and cannot change by congregational vote. It must 
be understood that the church is of God and the reason for its existence is to please God 


and not man. Likewise, church administrative policies and procedures are of God in that 
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they provide guided and adequate instructions that will result in God being glorified and 
loved and therefore worshiped. Thus, when the pastoral administrator initiates God’s plan 
it is important that the fears of people do not overshadow the purpose and plan of the 


Lord. Otherwise, people may be placed before the Lord’s mission for the church. 
Church Administration must be God-Centered 


The church exists to please God rather than man. This means that the standard of 
judgment or measurement for any “successful” activity, ministry or program in the church 
is based upon whether or not God’s glory is attained (I Cor. 10:31). Crowded sanctuaries 
on Sunday and many well-attended programs during the week may indicate an active and 
popular church but not necessarily an effective one. A God-centered administration model 
measures its success on whether or not the activities, ministries or programs glorify God 
(I Cor. 10:31), and strengthen one’s love for God and for one another (Matt. 22:37-40) 


rather than on attendance and neatly executed programs. 
Church Administration Must Be People-Oriented 


Even though the church is of God, it is for men. It is for men in that the model 
should be concerned with the people and their needs. The study of the nature of the 
church makes it clear that God’s purpose for the church is to be fulfilled in and through 
the people (see Leader’s Lesson Plan in Appendix). Every aspect of the life of the church 
derives its importance and relevance from its contribution toward whether or not the 
activities, ministries or programs contribute positively toward evangelizing people to 
Jesus, developing people to Christ-like maturity and equipping people for ministry in the 
church and world (Matt. 28:19-20). 
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Biblical Foundations for Church Administration 


The experiences of the church, recorded in the Old (Exodus 20:1-17) and New 
(Mark 6:30-44) Testaments indicate how effective church administration models are of 
God but are designed for people. As stated previously, they are of God in that they 
provide guided and needed instructions that will result in God being glorified and loved 
and therefore worshiped. They are for the people in that when church administration is 
adhered to people are coherently evangelized to Jesus, developed to grow and equipped 
for ministry. 

It is God’s divine plan for His redemptive plan to be accomplished in the lives of 
His people regardless of the context. In both passages, God’s leaders are challenged with 
a change in their personal ministry paradigms to put in place a more effective 
administrative system of policies and procedures to ensure God’s mission is accomplished 
for the good of all God’s people. Likewise, the current church and ministry administration 
system at Gethsemane Missionary Baptist Church must be improved to include an 
effective system of policies and procedures designed to ensure that Gethsemane’s mission 


is achieved (Matt. 28:19,20; I Cor. 10:31). 
A Review of the Book of Exodus 


In the Greek language, exodus means “the way out.” The Septuagint title, Exodus 
(“exit, departure”), is the origin of the Vulgate’s term Exodus.* The book of Exodus 
presents many pictures of our salvation through Jesus Christ. The book of Exodus is a key 


Old Testament book about the beginning years of Israel as a nation. It takes its name from 


4 Gleason Archer, A Survey of Old Testament Introduction (Chicago, IL: Moody Press, 1994), 
235. 
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the event known as the Exodus, the dramatic deliverance of the Hebrew people from 
slavery in Egypt under the excellent leadership of Moses. Throughout Exodus, God is 
seen as the Lord of history and the Redeemer of the children of Israel. These themes, 
repeated throughout the rest of the Bible, make Exodus one of the foundational books for 
many ministry arenas, including church and ministry administration. 

The theme of the book is the commencement of Israel as a covenant nation. It 
relates to how God fulfilled His ancient promise of Abraham by multiplying his 
descendants into a great nation, redeeming them from the land of bondage, and renewing 
the covenant of grace with them on a national basis. At the foot of the holy mountain, He 
bestows on them the promises of the covenant and provides them with a rule of conduct 
by which they may lead a holy life. 

Since Moses wrote Exodus, it must be dated some time before his death about 
1400 B.C. Israel spent the 40 years preceding this date wandering in the wilderness 
because of their unfaithfulness and unbelief. According to Gleason Archer, this date 
should be exact at 1445 B.C., in the third year of Amenhotep II (1447-1421). He explains, 
“According to I Kings 6:1 the temple of Solomon was begun in the fourth year of his 
reign, which was the four hundred and eightieth year after the Exodus. This would give 
the exact date for the Exodus. There may have been a few years more or less, if the figure 
of 480 was only meant to be a round number. This would mean that the Israelite conquest 
of Canaan would have commenced with the destruction of Jericho around 1405 (allowing 


for the forty years in the wilderness). John Garstang’s excavations at the site of Jericho, 
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Tell es-Sultan, from 1930 to 1936, have confirmed this latter date. On archaeological 
grounds he dated the Late-Bronze level (City D) at 1400 B.C.5 

Exodus begins where the Book of Genesis leaves off, with the descendants of 
Joseph who moved to Egypt to escape famine and hardship in their own land. For many 
years, the Hebrew people grew and prospered with the blessings of the Egyptian ruler. But 
then with one transitional verse, Exodus explains the changing political climate that 
brought an end to their favored position: “Now there arose a new king over Egypt, who 
did not know Joseph” (Exodus 1:8). The Hebrews were taken into slavery and put to 
work on Pharaoh’s building projects.® 

Exodus falls into three major divisions. Israel in Egypt (1:1-12:36); Israel in the 
wilderness (12:37-18:37); and Israel at Mt. Sinai (19:1-40:38). The passage used as the 
Biblical Foundation for the emphasis of this writing takes place while Israel is in the 
wilderness. It is worth noting that a systemic and structure administration strategy is very 
important to help churches navigate through the wilderness of church ministry. 

The book of Exodus covers some significant events in Israel’s history. One of the 
first major activities it covers is God’s call of Moses through the burning bush to lead 
God’s people out of bondage (3:1-4:17). It covers the series of plagues sent upon the 
Egyptians because of Pharaoh’s stubbornness (7:1-12:30). One of the next major episodes 
it covers is the freeing of the Israelites and their crossing of the Red Sea, followed by the 
destruction of Pharaoh’s army (15:1—31). The next significant event takes place when God 


provides for the people in the wilderness through manna, quail and water (16:1—17:7). 


5 Ibid., 238. 


6 Herbert Lockyer, Sr., “Book of Exodus,” Nelson's Illustrated Bible Dictionary (Nashville, TN: 
Thomas Nelson Publishers, 1986), 364. 
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Exodus also covers the Jethro’s divine advice to Moses with regards to administration 
suggestions (18:1—27). In (20:1—23:33) discusses the giving of the Ten Commandments 
and other parts of the Law to Moses at Mt. Sinai. In (24:18) Moses writes about the 
renewal of the covenant between God and His people. Exodus ends as Moses and the 
workmen under his supervision build a tabernacle in the wilderness around Mt. Sinai at 
God’s command. A cloud symbolizing God’s presence rests on the tabernacle and the 
entire building is filled with God’s glory (36:1—40:38). The Old Testament Biblical 
Foundational Passage of this dissertation will focus on Exodus 20: 1-17, the Ten 


Commandments. 
The Context of the Commandments 


The commandments are inseparable from the covenant. The making of a covenant 
between God and Israel at Sinai was the formation of a particular relationship. God made 
certain commitments to Israel and in return imposed certain obligations upon Israel. 
Although Israel’s obligations are expressed in detail in a mass of precise legal material, 
they are given their most precise and succinct expression in the Ten Commandments. The 
role of the Ten Commandments in ancient Israel was to give direction to a relationship. 
They were not to be obeyed simply for the sake of obedience, as though obedience 
accumulated some kind of credit. But they were to be obeyed in order to discover that life 
in the fullness and richness of a relationship with God.” 

Irving Jensen, professor emeritus at Bryan College in Dayton, Tennessee, notes 
that the commandments are not only addressed to the nation of Israel as a whole but they 


7 Peter C. Craigie, “Ten Commandments,” in Baker Encyclopedia of the Bible, ed. Walter A. 
Elwell (Grand Rapids, MI: Baker Book House, 1988), 204. 
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are addressed in the singular number. “Thou shalt have on other gods before me.” Not 
“ye,” as though speaking to the whole congregation in general, but “thou,” addresses each 
individual.* 

In his Bible Exposition Commentary, Warren Wiersbe, agrees that the Ten 
Commandments are more than laws governing the life of the nation of Israel. They are 
part of the covenant God made with Israel when He took them to Himself to be His 
special people (Exod. 6:1-8; 19:5-8).° In the Abrahamic Covenant, God gave the Jews the 
title deed to the Promised Land (Gen. 12:3; 13:14-18), but Israel’s possession and 
enjoyment of that land depended on their obedience to the Mosaic Covenant. In much the 
same way, policies and procedures act as a governing set of principles to help the local 
church not only get to the Promise Land of freedom through achieving its God given 
mission (Matt. 28: 19, 20; I Cor. 10:31), but to also to enjoy the trip and its many rewards 


along the way. 
The Commandments from the New Testament Perspective 


From a New Testament perspective, Christians have not been made exempt from 
the provisions of the Ten Commandments. In fact, Matt. 5:17-29 states that the 
commandments are not to be relaxed at all but pushed to their deepest level in the human 
spirit. The commandments to love (Rom. 13:9) does not set the commandments aside but 
incorporates them and extends them without limit, as part of what it means to do what 
love requires. The will of God does not lose it emphasis in the command to love; it simply 


8 Irving Jensen, Exodus, A Self-Study Guide (Chicago, IL: Moody Press, 1990), 79. 


9° Warren Wiersbe, “Exodus,” in The Bible Exposition Commentary (Colorado Springs, CO: 
Cooks, 2001), 220. 
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widens the emphasis to include limitless possibilities. Love always means going beyond 
whatever laws may be articulated, but it needs to be specific for instructional purposes. 
Because human beings always fall short in loving, the law functions to show the 
shortcomings, driving individuals to God through Christ, in whom the law has been 
fulfilled. The one who is in Christ is liberated to do the works of the law, not as a vehicle 


for remaining a Christian, but as instruction for shaping a life of faith active in love.! 
The Principle of the Commandments 


The principle of the commandments is the principle of love. Love is the heart of 
Israel’s religion. God loved Israel and called them in love. In return, he imposed one 
commandment upon Israel, which superceded all other laws: “You shall love the Lord 
your God with all your heart, and with all your soul, and with all your might” (Dt. 6:5). 
While the distinctive element of love is made more clear in Deuteronomy than in the other 
books, it is nevertheless an underlying presupposition in them all: the love of God for the 
believer and the believer’s love for God."! 

How to love God is explained within the Ten Commandments. Notice that the 
first four commandments deal with our relationship with God and the remaining six 
commandments deals with our relationship with one another. The implication is that a 
faithful relationship must exist first with God before it can exist with others. D. Kinder 


suggests that the two groups of commands, numbers 1-4 and 5-10, correspond to the two 


10 Terence E. Fretheim, “Exodus,” in Interpretation—A Bible Commentary for Teaching and 
Preaching (Louisville, KY: John Knox Press, 1991), 223. 


1 Archer, A Survey of Old Testament Introduction, 253. 
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great commandments of love toward God and love towards one’s neighbor (Matt. 22:37- 
40).!2 

The Ten Commandments is the roadmap, the policies and procedures that point 
the way the children of God are to live. This lifestyle, if lived, reflects love for God and 
leads to a deeper experience of God’s love. Just as the Ten Commandments were a 
guiding post to help the children of Israel express their love in return to God, establishing 
written policies and procedures in the church is a tangible expression for today’s Christian 
to express their love in return for what Christ has accomplished for us at Calvary (Romans 
5:8). 

One of the main ministries of the law was to prepare the way for the birth of Christ 
(Gal. 4:1-7). The nation of Israel was like an immature child who needed a guardian to 
care for him, to instruct and protect him, the way slaves in Paul’s day cared for their 
masters’ children.!? The Ten Commandments were the “guardian” that God used to move 
His children from a land of wilderness to the land of their destination. Similarly, biblically 
based policies and procedures can be used as a “guardian” to move God’s people from the 
wilderness of confusion and spiritual stagnation to the place of their destination, carrying 
out God’s chief mission of the church, making disciples. 

The Ten Commandments are also significant in that they were designed to protect 
and preserve the community of God’s covenant people. Adhering to the commandments 
would guide the people to a right behavior towards God and it would safeguard a proper 


12 D, Kinder, “Ten Commandments”, in The Zondervan Pictorial Encyclopedia of the Bible, ed. 
Merrill Tenney and ed. Steven Barabas (Grand Rapids, MI: Zondervan Publishing House, 1994), 5:673. 


13 Wiersbe, “Exodus”, in The Bible Exposition Commentary, 221. 
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relation amongst one another. As a result, the community of God’s people would be 
protected and preserved from one generation to the next. Likewise, written policies and 
procedures are designed to help guide believers into a right spiritual behavior towards God 
and a proper relationship with other believers and non-believers in the church. Further, we 


are exhorted by Paul to do all things “decently and in order” (I Cor. 14:40). 
The Old Testament Biblical Foundational Passage (Exodus 20:1-17) 


The 10 Commandments were a set of ethical codes of interaction between God’s 
people and God the Father. This set of guidelines served as a roadmap to direct the 
behavior of God’s people toward God and toward one another as they prepared to enter 
the long awaited promise land. In Exodus chapter 20, God is recorded as giving Moses the 
responsibility to communicate God’s Ten Commandments or God’s Law to the people of 
Israel. 

A close examination of Exodus 20:1-17 reveals that God was benevolent in giving 
His law or commandments to the Nation of Israel. The Hebrew word translated “law” has 
a positive meaning—instruction. The law or the commandments are like a set of 
administrative guidelines pointing out the direction a person should take in life. In the Ten 
Commandments (Exodus 20:1-17), God mercifully pointed out His way to His people the 
way to conduct or behave themselves as people of God. Benevolent instruction was only 
part of God’s plan for the Israelites. God’s greater plan was to implement a relationship 
with them based on a formal covenant. 

The Ten Commandments would serve as a covenant or set of administrative 
guidelines to bring about this special relationship between God and the Israelites. The Ten 
Commandments would be used as a guidepost to help the children of Israel follow through 
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on their part of the covenant, which is to obey and love God and their neighbors. The Ten 
Commandments would act as a roadmap, to ensure Israel of their divine destination. God 
knew that the children of Israel would need special guidance in following through on their 
part of the covenant. The Ten Commandments would serve as a guardian or tutor to help 
Israel prepare for the entrance of the land promised by God. Without guidance, order and 
unity, the successful entrance into the land of promise would be impossible. Likewise, 
without order and unity in the New Testament church, achieving our mission 

(Matt. 28:19,20) would be very difficult at best. Without orderly structure, which 
adequate policies and procedures gives, the local church is without a roadmap, a 
guidepost or guardian. 

In this covenant or treaty, God first reminded the Israelites of who He was and 
how He had acted in their behalf. He was their Savior, the One who had snatched them 
from their oppressors (19:4). And if they covenanted with Him, God promised to make 
the Israelites His “special treasure” (19:5). He would lavish special attention on them and 
make them “a kingdom of priests and a holy nation” (19:6). On the one hand, Israel would 
become holy or distinct and separate from all other nations because of its special 
relationship with God. But on the other hand, Israel, in its separation, was to be the means 
by which the other nations would learn of the living God. This nation of priests would lead 
others to a correct worship of the true God (Ps. 117). 

As part of this treaty, God graciously instructed the Israelites on how they should 
live (Ch. 20). As a people who had a relationship with the living God, the Israelites had to 
act a certain way—God’s way. In order for God’s people to live the life He desired, the 
people of Israel needed a set of instructions, directions or policies and procedures to guide 


them in that way, thus the Ten Commandments. 


50 
Church Administrative Principles Found in Exodus 20:1-17 


The church administration process is of God but for the people of God, The 
preface of the Ten Commandments begins by stating, “And God spake all these words, 
saying, I [am] the LORD thy God, which have brought thee out of the land of Egypt, out 
of the house of bondage (Ex. 20:1-2)”. The commandments begin with a preface (Ex. 
20:2; Dt. 5:6), which identifies the lawgiver, God, who gave the commandments to a 
people with whom he already had a relationship. Those who are given the law are already 
God’s people. They were not given the law and to follow the law in order to be God’s 
people, but they were already the people of God. Therefore, the law is not to be 
understood as a means of salvation but “as instruction regarding the shape such a 
tedeemed life is to take in one’s everyday affairs”'4 

The lawgiver is the God of the Exodus, who redeemed his people from slavery and 
granted them freedom. The preface is vital, for it indicates that God’s gift of the Ten 
Commandments was preceded by an act of love and grace. The commandments were 
given to a people who had been redeemed; they were not given in order to achieve 
redemption.'5 The giving of the 10 Commandments not only expresses the love and grace 
of God toward a redeemed people but it is also a roadmap by which to travel to the land 
of freedom. God had such love for his people that he wanted them to experience the 
fullness of freedom. This new freedom would only come about for as long as Israel could 
abide by 10 stipulations, 10 rules for human conduct or 10 Commandments. They were to 


be strictly followed in order for God’s people to experience the fullness of the freedom 


\4 Fretheim, “Exodus,” 224. 
15 Craigie, “Ten Commandments,” 2042. 
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promised by God. The 10 Commandments served as the “hub of all of Israel’s religious 
and civil laws.”!6 

The church can only experience the fullness of freedom in today’s church 
environment when there is adherence to the biblical roadmap. That biblical roadmap can 
be described as a set of policy and procedures for church operation. To the degree that 
each individual church member, leader, group, organization or ministry adheres to the 
various stipulations and instructions outlined in the policy and procedures guide, will the 
church be able to achieve its stated mission (Matt. 28: 19,20, I Cor. 10:31). 

Church administrative policies and procedures should be written to stress 
Planning, organizing, staffing, directing and controlling activities, programs and 
ministries that elevate only God to be glorified and worshiped. The first commandment, 
which states, “Thou shalt have no other gods before me" (Exod. 20:3 KJV), is the rule of 
religion because it expressly prohibits the Israelites engaging in the worship of foreign 
deities. The significance of the commandment lies in the nature of the covenant. The 
essence of the covenant was a relationship, and the essence of a relationship is faithfulness, 
God’s faithfulness to his people had already been demonstrated in the exodus, as brought 
out in verses one and two, In turn, God required of his people faithfulness in their 
relationship with Him. The contemporary importance of the commandment is in the 
context of faithfulness in relationship. At the heart of human life, there must be a 
relationship with God. Anything in life that disrupts that primary relationship breaks the 
commandment. Therefore, foreign “gods” can be people, places or things. Alfred 


16 John D. Hannah, “Exodus,” In Bible Knowledge Commentary, ed. John F. Walvoord and Roy 
B. Zuck, 1:139, 1 Vols. (Wheaton, IL: Victor Books, 1993-1995). 


52 


Edersheim, brings out that not only are foreign gods people, places or things, but also 
one’s thought life, words and deeds.!7 

Page Kelley, a Professor of Old Testament at Southern Baptist Theological 
Seminary, in Louisville, Kentucky, says that the ancient world was full of such gods like 
Shamash (the sun-god); Sin (the moon-god); Baal (Canaanite’s god of fertility); and 
Astarte (Baal’s consort).'® This helps one understand the urgency with which Moses 
warned the Israelites that these religions were not for them. In his book, Gleanings in 
Exodus, Arthur Pink, further suggests that there are other gods than just idols of wood 
and stone. He says that money, pleasure, fashion, fame and even gluttony are gods.!9 

Unfortunately, Israel was very disobedient insofar as this commandment is 
concerned, by worshiping the idols of other nations.° Israel’s acts of continued 
disobedience eventually resulted in their being exiled to Assyria and Babylonia. The reason 
that this is significant is because agriculture was the primary industry of ancient times and 
God’s administration of it, in part, had to do with their relationship to him. Thus, all 
guidelines for agriculture centered around God’s way of coordination and administration 
in relation to crops, livestock, and distribution of food, grain, etc. The worship of pagan 
gods interfered with God’s standard of order, therefore, interfered with the covenant 
relationship. This in turn was their contract with the Lord their God, and the people broke 
that contract by not following the Lord’s standard of administration. 


'7 Alfred Edersheim, Bible History, Old Testament, vol. 2, Exodus (Grand Rapids, MI: 
Eerdmans, 1992), 113. 


18 Page Kelley, Exodus: Called for Redemptive Mission (Nashville, TN: Convention Press, 
1977), 113. 


19 Arthur W. Pink, Gleanings in Exodus (Chicago, IL: Moody Press, 1981), 161. 
20 John D. Hannah, “Exodus,” 1:139. 
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The Bible Background Commentary confirms that this commandment emphasizes 
the covenant of relationship. When the text says there should be no other god “before 
me,” it is not referring to others having a higher position than God. This command 
prohibits several concepts that were a standard part of ancient beliefs. Most religions of 
that day had a pantheon, a divine assembly that ruled the realm of the gods and the human 
world. There would typically be a deity who was designated head of the pantheon who 
would have at least one consort or female partner.?! This commandment forbids Israel to 
think in these terms. This commandment reinforces the fact that God is not the head of a 
pantheon, and He does not have a consort because there are no gods in his presence. The 
only divine assembly that is legitimate for their thinking is made up of angels, not gods (I 
Kings 22:19,20). 

Church administration serves as a guide for not only what task should be done, 
but also how the task of ministry is to be done. Commandment number two says, “Thou 
shalt not make unto thee any graven image, or any likeness of any kind that is in heaven 
above, or that is in the earth beneath, or that is in the water under the earth: Thou shalt 
not bow down thyself to them, nor serve them: for I the LORD thy God ama jealous God, 
visiting the iniquity of the fathers upon the children unto the third and fourth generation of 
them that hate me; And shewing mercy unto thousands of them that love me, and keep my 
commandments (Exod. 20:4-6 KJV).” 

The second command is the rule of worship because it prohibits the Israelites from 
making images of the Lord. To make an image of God, in the shape or form of anything in 


this world, is to reduce the Creator to something less than his creation and to worship the 


21 John H. Walton, Victor H. Matthews and Mark W. Chavalas, “Exodus,” in The IVP Bible 
Background Commentary—Old Testament (Downers Grove, IL: InterVarsity Press, 2000), 95. 
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created, instead of the Creator. The design of this commandment is to draw God’s people 
away from carnal conceptions of God.22 

The temptation for Israel to worship God in the form of an image must have been 
enormous, for images and idols occurred in all the religions of the ancient Near East. But 
the God of Israel was a transcendent and infinite being, and could not be reduced to the 
limitations of an image or form within creation. 

According to the Bible Background Commentary, this commandment has more to 
do with how God is worshiped and nothing to do with the art of the graven images, It is 
concerned with how the art is used. In the ancient Near East, the image of deity being 
worshiped did not just represent the god worshiped, it became the god.?3 Alfred 
Edersheim agrees that the second commandment shows how or the manner in which the 
Lord will be served. In particular, God is not to be served under any image or by any 
outward representation. 

In his book, Exodus: Called for Redemptive Mission, Dr. Kelley concludes, “Jews 
later interpreted the Second Commandment as applying even to the coins with which they 
paid the Temple tax. Since roman coins bore the image of the Roman Emperor, they were 
considered unacceptable for use in the Jerusalem Temple.”?5 This explains why in the time 
of Jesus there were moneychangers within the Temple precincts. They were there to assist 
worshipers in exchanging the forbidden Roman coins for the special coins issued by the 


Sanhedrin for use in the Temple. It is clear that the thought is that man is not to even 


22 Pink, Gleanings in Exodus, 162. 
23 Walton, “Exodus,” 95. 
24 Edersheim, Bible History, 113. 


25 Kelley, Exodus: Called for Redemptive Mission, 113. 
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attempt to serve or worship God with what man has invented with his mind or hands, but 
according to the Word of God, in spirit and in truth (John 4:24). 

The worship of God was to be spiritual, not material. Israel was forbidden from 
making images of God. An idol could be carved wood or stone. Since God is spiritual no 
material representation can possibly resemble Him. To make an idol of God like something 
in the sky (sun, moon, stars), or on the earth (animals), or in the waters below (fish, 
crocodiles, or other sea life) was forbidden because God is a jealous God (Deut. 5:9; 6:15; 
32:16, 21; Josh. 24:19). In other words, God is desirous that devotion be given 
exclusively to Him. His uniqueness (Ex. 20:3) requires unique devotion. That’s why God 
said, “I am the Lord: that is my name; and my glory I will not give to another, neither my 
praise to graven images” (Isa. 42:8). 

God’s children are to worship Him because God is a jealous God. He is a jealous 
God, not in the sense that He is envious of other gods, in terms of their being superior to 
Him or their being competitively measured up to Him. The word “jealous” expresses His 
love for His people because He wants the very best for them. Similar to how parents may 
want the best for their children, so God is jealous over His beloved ones and will not 
tolerate competition (Exod. 34:14; Deut. 4:24; 29:20; Zech. 1:14; 8: 2). 

The absence of devotion to God results in sin and this sin has a direct influence 
upon future generations. It is important to understand that God doesn’t punish the 
children and grandchildren for somebody else’s sin (Deut. 24:16; Job 19:4; Prov. 9:12; 
Ezek. 18:4), but the consequences of ancestral sins can be passed from generation to 


generation and innocent children suffer because of what their parents or grandparents have 
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done. According to D. Kinder, when God refers to “visiting the iniquity of the fathers 
upon the children” (Exod. 20:5), “He does not mean that He holds the children guilty 
(Ezek. 18:19, 20), but that He has bound all lives together, for good and for ill.”27 In Bible 
times, it wasn’t unusual for four generations to live in the same extended family and thus 
have greater opportunity to influence and affect one another.?* Thus it becomes extremely 
important that God only be worshiped. 

Administrative policies and procedures encourage proper reverence, in word and 
in deed, to God and those in leadership positions. The third commandment says, “Thou 
shalt not take the name of the LORD thy God in vain; for the LORD will not hold him 
guiltless that taketh his name in vain (Exod. 20:7 KJV).” This commandment is the rule of 
reverence because it stipulates that the name of God should be honored and protected and 
not for worthless and irresponsible purposes whether in worship or in common speech.29 
A person’s name stands for their character and reputation. It stands for what a person is 
and what a person does (John 17:6, 26). Likewise, God’s name represents His character 
and His reputation. It stands for who He is and what He does. He has a good name and 
His name must be honored. The Israelites were not to use His name for any idle, frivolous, 
or insincere purpose (such as speaking His name when taking an oath with no intention of 
keeping it, Lev. 19:12). People should not use His name for selfish or evil purposes.3° 


Using the Lord’s name for evil purposes and/or for selfish reasons is equivalent for using 


27 D, Kinder, “Ten Commandments,” in The Zondervan Pictorial Encyclopedia of the Bible, ed. 
Merrill Tenny and ed. Steven Barabas (Grand Rapids, MI: Zondervan Publishing House, 1994), 5:674. 
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His name in vain. The Bible Background Commentary says that this commandment does 
not refer to blasphemy or foul language. It is intended to prevent the exploitation of the 
name of God for magical purposes or hexing.3! It is intended to also insure that the use of 
God’s name in vows and treaties was taken seriously. Warren Wiersbe suggests that using 
foul or vulgar language is blaspheming God’s name.>2 

It is interesting to note that the first petition in the prayer the Lord taught His 
disciples is, “Hallowed be Thy name!” The name of God is to be held sacred. Arthur Pink 
suggests that even in our ordinary speech and in our religious devotions nothing must 
enter that in anywise lowers the high holiness of the name of God.>3 It should be pointed 
out that the only time the word “reverend” is found in the Bible is in Psa. 111:9 where it is 
written “Holy and reverend is His name.” 

The administrative policies and procedures should include appropriate titles of the 
various positions within the ministry model that communicates what one is and what one 
does. For example, the ministry head of the Evangelism ministry is referred to as the 
“Director” of Evangelism. This title communicates who the person is in that they are in 
charge of the Evangelism ministry. It communicates what they do in that they are 
responsible for directing, supervising or guiding the particular ministry. Their title should 
encourage others to exhibit the appropriate attitude as one being empowered to act out 
their position. 

Appropriate titles should also help eliminate potential confusion in the church. For 


instance, Gethsemane’s ministry model allows for only the senior pastor to be referred to 
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as “pastor.” Even though there may be other ministers (Members of Gethsemane) serving 
within the context of pastoral care responsibilities (¢.g., counseling or preaching), they are 
to be referred to as “minister” and not as “pastor.” Some people, depending upon their 
contextual background, may refer to any person who stand behind the podium and 
proclaims the Word of God as a “pastor.” 

Administrative policies and procedures encourages efficient management of ones 
time to properly observe worship time on Sundays. Commandment four says, “Remember 
the Sabbath day, to keep it holy. Six days shalt thou labour, and do all thy work: But the 
seventh day [is] the Sabbath of the LORD thy God: [in it] thou shalt not do any work, 
thou, nor thy son, nor thy daughter, thy manservant, nor thy maidservant, nor thy cattle, 
nor thy stranger that [is] within thy gates: For [in] six days the LORD made heaven and 
earth, the sea, and all that in them [is], and rested the seventh day: wherefore the LORD 
blessed the Sabbath day, and hallowed it (Exod. 20:8-11 KJV).” 

The fourth commandment is the rule of time because it specifies that a day of 
solemn worship of God should be kept weekly. The word “Sabbath” means, “ceasing” or 
“rest” (Gen. 2:2; Exod. 16:23, 30). Keeping the Sabbath Day holy means to separate it, 
the seventh day, from the other six as a special day to the Lord. People are to work in six 
days and worship on the seventh. Arthur Pink agrees with most that the Sabbath is a day 
wherein work is to cease, but seems to disagree that the Sabbath is the seventh day of the 
week. He notes that “the Sabbath is not here termed the seventh day of the week. Nor is it 


ever so styled in Scripture! So far as the Old Testament is concerned any day which was 
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used for rest, and which was followed by six days of work was a Sabbath. It is not correct, 
then, to say that the Sabbath can only be observed on a Saturday.”34 

According to John Hannah, “this contrasted with the Israelites” slavery in Egypt 
when, presumably, they had no break in their daily routine.”35 Warren Wiersbe informs us 
that when the Jews observed the Sabbath, it was not only a mark of their devotion to the 
Lord, but it was also a witness to their pagan neighbors to whom the seventh day was just 
another day. By resting on the seventh day, the Jews were promoting their own welfare as 
well as that of their servants and farm animals, acknowledging the lordship of Jehovah 
over time and creation (Exod. 23:12).36 In his article on the Ten Commandments, D. 
Kinder explains that the Sabbath is to be holy (set apart) and belongs to the Lord who 
hallowed it, where man must not secularize it with his own affairs.37 

From Dr. Kelley’s perspective, the Sabbath day was the working man’s charter of 
freedom. The Sabbath was meant to bring rest and relaxation from the labor of the six-day 
week (Ec. 23:12; 31:12-17). But its purpose went beyond this. The Israelites were 
commanded not only to “remember” the Sabbath but also to “keep it holy.”38 It was meant 
not only to bring physical rest to the weary, but also to give sustenance to man’s spirit. In 
essence, the Sabbath is then a day of honoring and glorifying God through resting from 


worldly forms of activity that may distract our spiritual responsibilities to God. This rest is 
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designed to allow man to be refreshed both physically and spiritually as a sign of the 
covenant (Exod. 31:12-17; Ezek. 20:12). 

The basis for this commandment is God’s creating the universe in six days and 
resting on the seventh (Gen. 2:2-3; Ex.16:23). The Sabbath day was a day where one’s 
occupation of normal activities ceased or was interrupted. This was not to be a day of 
slothful inactivity but of spiritual service through religious observances. The observance of 
this commandment was so serious that the penalty for violation was death (Ex. 31:15; 
Num. 15:32-36). Today, the day of worship is Sunday and not Saturday because of Jesus” 
resurrection on the first day of the week (John 20:19, 26; Acts 20:7; I Cor. 16:2). 

Effective administrative policies and procedures communicate, without confusion, 
the proper chain of authority in the church. As the Position of parents should be 
recognized and respected, so are the positions in leadership. Commandment number five 
states, “Honour thy father and thy mother: that thy days may be long upon the land which 
the LORD thy God giveth thee (Exod. 20:12 KJV).” 

The fifth commandment is the rule of authority because it insists upon the 
honoring of parents, It implies obedience and submission to parents (Eph. 6:1-2). 
According to the Bible Background Commentary, Obeying, honoring and respecting 
parents’ consists of respecting the instructions of parents. Honor is given them as 
Tepresentatives of God’s authority for the sake of the covenant promise.4° The authority 
of the father and mother has nothing to do with their personal qualities but their authority 
is inherent in their position. They are representatives of God. The significance of this 
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commandment cannot be underestimated. If parents are not heeded or their authority is 
rejected, the covenant is in jeopardy because parents are representatives of God’s 
authority. Thus, if parents are disobeyed and disrespected, then so is God. This is why 
Jewish parents spent enormous amounts of time teaching their children the importance of 
respecting age and to care for their senior citizens (Exod. 21:15, 17; Lev. 19:3, 32; Deut. 
27:16; Prov. 1:8; 16:31; 20:20; 23:22; 30:17). The corresponding duty of the parents was 
to train up their children in God’s law (Deut. 6:6-9, 20-25; cf. Prov. 6:20; 22:6). 

Dr. Kelley notes the significance of this commandment in the following excerpt: 

The primary duty in the social sphere is one’s duty toward his 

parents. When this is ignored or abused, the social structure 

collapses. Notice that the mother is included alongside the father as 

worthy of honor. The underlying assumption of this commandment 

is that the family, as designed by God, is the foundation of human. 

society. Just as our parents are the first persons to which we 

become adjusted, even so our relationship to them will color our 

relationship to others and also to God. One who is not properly 

related to his own parents usually finds it difficult to be properly 

related to God. On the other hand, a child who has learned love 

from his parents finds it easier to respond to the love of God.*! 

The covenant promise of longevity that accompanies the command refers to 
duration as a nation in covenant relationship with God rather than a lengthened lifespan 
for each obedient person.*? Cursing one’s parents was just like rejecting their authority 
and was a capital offense (Exod. 21:17; Lev. 20:9; Prov. 20:20). Violations would include 
striking parents, neglecting the care of elderly parents and failing to provide adequate 


burial.43 
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It is extremely important for the administrative model to highlight the proper 
hierarchy of authority and the importance of appropriate submission to those in leadership. 
Just as the Israel’s rejection of parental authority resulted in violation of the covenant, 
similarly, improper responses to the chain of authority in the ministry may result in 
confusion and lack of proper respect for leadership. 

Administrative policies and procedures are guidelines for a safe environment. 
They should outline the preservation of solid and safe working relationships. 
Commandment number six says, “Thou shalt not kill (Exod. 20:13 KJV).” The sixth 
commandment is the rule of life and is designed to help preserve society. The Zondervan 
Pictorial Encyclopedia of the Bible, says that a more accurate rendering of the word “kill” 
is “murder.” This fact is corroborated by the context of Exodus and Deuteronomy, which 
commands the killing of animals.“ Since people are made in God’s image (Gen. 9:6), the 
Israelites were commanded not to take another person’s life by murder because it is an 
attack directly against God (Gen. 1:26,27; 9:6). The word “murder” used in the 
commandment is not related primarily to killing in warfare, animals or to capital 
punishment, but also to accidental, judicial or political murder.45 Warren Wiersbe suggests 
that this command does not concern instances of self-defense since Jews were allowed to 
defend themselves (Exod. 22:2).4° This commandment was intended for those who indulge 


in anger, insults and quarrels (Matt. 5:21-26). Dr. Vernon McGee agrees that this 
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commandment speaks of murder, which “comes from anger—and we are not even to be 
angry with our brother (Matt. 5:22; Eph. 4:26).”47 

This principle illustrates the importance of administrative policies and procedures 
containing an outline of conflict resolution and management. The administrative model 
should be designed to help individuals work through issues (real or perceived) promptly 
and efficiently. 

Effective administrative policies and procedures set relational boundaries in the 
church. They should also include the organizational repercussions for violation of 
standards, The seventh commandment, “Thou shalt not commit adultery (Exod. 20:14 
KJV)”, is the rule of purity and is directed toward protecting the sanctity of the home that 
is the foundation of society. Adultery is sexual intercourse between a man and a married 
woman (Ezek. 16:32; Hos. 4:13b). The penalty for both parties of the Adulterous affair 
was death (Lev. 20:10; Deut. 22:22). Even a betrothed woman was counted in this 
context as a wife, which means that an individual who was engaged individual could also 
be penalized to death (Deut. 22:23,24).48 The Bible Background Commentary brings out 
that the specific purpose of this commandment was to protect the husband’s name by 
assuring him that his children would be his own.‘? The law does not insure marital fidelity 
or unlawful sexual behavior, but centers upon paternity. The integrity of the family is 
protected rather than the integrity of the marriage. For instance, if a married man had an 


affair with an unmarried woman, it was not considered adultery. The man would have to 
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pay damages to the unmarried woman’s father (Exod. 22:16-17). If the woman was 
married and had a sexual relationship with a married or non-married man it was considered 
adultery. In biblical days, the wife was an extension of the husband, and his name was 
damaged through adultery. It was a humiliating experience for men whose wives were 
unfaithful through adultery. And some cultures the wife was considered property, and an 
adulterous relationship would have been a case of damaged goods.°? The marital vow is a 
holy commitment that should not be compromised by sexual unfaithfulness.5" 

It is vitally important for proper relational boundaries to be set. The proliferation 
of sexual harassment cases in the court system make it necessary for the administration 
model to include guidelines on how members are to relate one to another. This includes 
how the adults should relate to children as well. Organizational repercussions for violation 
of the church standards should be included in the administration manual as well. The 
repercussions should be spelled out clearly and definitively. 

An effective church administration model should include a system of guidelines 
and controls to help protect and preserve property of the church and of others. The 
eighth commandment informs readers, “Thou shalt not steal (Exod. 20:15 KJV).” This 
commandment is the rule of property and was given to encourage the respect of another’s 
property. This was very necessary to maintain a stable society. Warren Wiersbe indicates 
that this commandment has to do with laws God gave to Israel to govern their use of the 


land, because the land belonged to Him and they were but stewards (Lev. 25:2, 23, 38).52 
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Therefore, it was very necessary for this commandment to be followed in order to 
maintain a stable society. 

Although the verb “steal” used here can be used of stealing property, the command 
is much broader in its focus. It also includes intangible stealing such as dignity, sclf- 
respect, freedom and rights.53 D. Kinder explains that this command condemns various 
forms of indirect theft including exploitation (Exod. 22:25-27; 23:6-8), fraud (Amos 
8:5b), dispossession (Mic. 2:2), and the withholding of dues from man and God (Prov. 
3:27£.; Mal. 3:8ff.).54 The word is also used for stealing in the sense of cheating someone 
out of something. A person had a right to certain things, which could not be violated by 
someone else in the community for personal advantage. This commandment reinforces the 
idea that if a society, community, family or church is going to be preserved and achieve its 
function, then everyone’s property must be protected and respected. 

Likewise, it is extremely necessary in today’s church environment to maintain a 
stable church community. One of the major issues in Gethsemane Missionary Baptist 
Church was the abuse of church property. For instance, as the newly called pastor, it was 
necessary to recreate church membership lists and financial records because the original 
records were taken from the premises of the church without consent. Additionally, several 
members were occasionally driving the church van for personal reasons without proper 
consent and registration. 

Administrative policies and procedures should outline pastoral requirements for 


counseling women and children (without parental consent and presence—Deut. 19: 15-21). 


53 Walton, “Exodus,” 96. 
54 Kinder, “Ten Commandments,” 5:675. 


66 


Commandment number nine says, “Thou shalt not bear false witness against thy neighbour 
(Exod. 20:16 KJV). “ This commandment concerns the rule of the tongue because bearing 
false testimony against someone causes him unjustified injury.55 The most flagrant form of 
this sin is to circulate an invented lie with malicious intentions. Mr. Pink, in his 
commentary, believes what is equally flagrant is the tale bearing where there has been no 
careful investigation to verify the evil report. A false witness can even be suggested by 
leaving a false impression upon the minds of people by a mere hint or suggestion. 

The Bible Background Commentary indicates that this particular commandment 
focuses on formal slander and libel and is concerned primarily with the legal setting 
because the maintenance of justice was very dependent upon the reliability of the 
witness.°° At any rate, slander and libel, whether formal or informal, is still a victim’s 
violation and is therefore in violation of this commandment (Exod. 23:1; Prov. 10:18; 
12:17; 19:9; 24:28; Titus 3:1-2; James 4:11; I Peter 2:1). Not only does this 
commandment have to do with slander or libel but also “all unfounded statements against 
our neighbour...”57 

The adherence to this command was so important that Deuteronomy 19: 15-21 
adds the safeguards of requiring a minimum of two witnesses for a criminal charge, and of 
making a false witness liable to the penalty to which he exposed the accused.** The trial of 
Naboth (cf. I Kings 21: 13, 14) and that of Christ (cf. Matt. 26:59-61) demonstrates how 
much can hang on this commandment. 
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Keeping this law helps maintain stability in the local church by protecting 
individuals’ reputations. It is vitally significant that a person’s reputation is protected 
because individual’s reputation affects the reputation of the local church. The reputation 
of the local church has direct relation to the reputation of its people, as a whole. People 
(Christians) make up the local church and together characterize that particular church. For 
instance, Gethsemane had a reputation in the community for being a gossip-spirited 
church, among other things. It did not take long to discover that the reputation of the 
church was such because certain influential individuals exhibited gossip-spirits throughout 
the congregation. It was told to the researcher, on several occasions that people would 
come to church ready to spread rumors, even when they were unfounded and untruthful. 

Administrative policies and procedures should outline what the pastor should and 
should not do when counseling women and children. In light of recent events where a 
heightened number of clergy have been accused of sexual misconduct with members of the 
church, an effective administration model should include guidelines to protect the pastor 
and other leaders from being falsely accused of such actions. 

Efficient policies and procedures should not only provide guidelines for 
regulating proper relationships but also a means to discourage ungodly behavior and 
encourage godly behavior. This commandment states, “Thou shalt not covet thy 
neighbour’s house, thou shalt not covet thy neighbour’s wife, nor his manservant, nor his 
maidservant, nor his ox, nor his ass, nor any thing that [is] thy neighbour’s (Exod. 20:17 
KJV).” Commandment number 10 instructs Israel not to Jong for, desire for or lust after 


what belonged to others. John Hannah believes that the tenth commandment is a“. . . 
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general safeguard against many other sins . . .”5® Alfred Edersheim says “the tenth word 
sounds the inmost depths of our hearts, and forbids all wrong and inordinate desires in 
reference to anything that is our neighbour’s.”® D. Kinder says, “Coveting denotes any 
selfish longing of fallen man (cf. Gal 5:16, 17).”6! This commandment reaches far beneath 
the surface and deals with the core desires of man. It focuses on the part of man’s thought 
process that no one, but God can see. It is important to note that it is not enough to 
merely deal with crime once it has been committed, the law must also attempt to attack 
the root causes of crime. The root of almost all evil and crime lies within the self in the 
desires of the individual. So evil desires are prohibited. If covetous desires are gradually 
eliminated, then natural desires will take over and will turn towards the things of God. 
Page Kelley explains that this commandment’s meaning goes deeper than covetous 
desires, “It denotes not only a desire but also the action which stems from the desire (Ex. 
34:24),”62 The covetous man is the one who not only desires his neighbor’s possessions, 
but also actually takes steps to acquire them for him. 

Violation of this commandment could not be prosecuted upon the basis of desires 
or covetous feelings because it was impossible to prove. The violation of this 
commandment can only be “detected and punished when the desire is translated into 
action.”®3 However, God knows the heart of man (I Sam. 16:7). The significance of this 


law is that it attacks the root cause of almost all crimes that are born out of covetous 
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desires. Warren Wiersbe brings out that the covetous desires that people have will break 
all of God’s commandments in order to satisfy their desires, because at the heart of sin is 
the sin in the heart (Matt. 15:19).5+ 

The tenth commandment ends with an emphasis on being a good neighbor. The 
second greatest command is to love your neighbor as yourself (Matt. 22:34-40; Lev. 
19:18), Warren Wiersbe puts it best when he states, “If we love our neighbors, we won’t 
covet what they have, steal from them, lie about them, or do any of the other things God 
prohibits in His Word. This is why love is the fulfillment of the Law (Rom. 13:8-10).”65 

These commandments are the fundamental procedures to bring about and/or 
maintain a good and wholesome society as ordered by the holy and righteous God. 
Likewise, an effective administration model should include policies and procedures to 
encourage proper relationships while discouraging ungodly relationships. For instance, 
Gethsemane has a policy stipulating that a person or people participating in inappropriate 
relations such as adultery or sexual harassment are means for immediate removable from 
duties in the ministry and consultation with the Church Council Ministry. Although this 
policy may not totally eliminate inappropriate behavior, it does provide a minimal 
guideline for regulating improper relationships. 

Just as the Ten Commandments served as a model to help keep spiritual and moral 
order among the children of Israel for the ultimate purposes of God, an efficient church 
administration model would help to keep order in the Gethsemane Baptist church so that 


the mission of the church can be realized. 
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The New Testament Biblical Foundation Passage (Mark 6:30-44) 
A Review of the Book of Mark 


Emphasis 


The Gospel of Mark is the second book of the New Testament and the earliest of 
the four gospels, according to most New Testament scholars. The Gospel of Mark 
portrays the person of Jesus more by what He does than by what He says. It is 
characterized by a vivid, direct style that leaves the impression of familiarity with the 
original events. 

Although Mark is the shortest of the four gospels, it pays close attention to 
matters of human interest, Mark is fond of linking the episodes of Jesus’ ministry together 
with catch-words (for instance, “immediately,”), rather than editorial comment; and 
frequently he interrupts a longer story by inserting a smaller one within it (Mark 5:21-43; 
6:6-30; 11:12-25; 14: 1-11).96 

Several features make Mark’s Gospel unique among the Gospels. First, it 
emphasizes Jesus’ actions more than His teaching. Mark recorded 18 of Jesus’ miracles 
but only four of His parables (4:2-20, 26-29, 30-32; 12:1-9) and one major discourse 
(13:3-37). Repeatedly Mark wrote that Jesus taught without recording His teaching (1:21, 
39; 2:2, 13; 6:2, 6, 34; 10:1; 12:35). Most of the teaching he did include came out of 
Jesus’ controversies with the Jewish religious leaders (2:8-11, 19-22, 25-28; 3:23-30; 7:6- 
23; 10:2-12; 12:10-11, 13-40). 
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Authorship 


The Gospel of Mark is the shortest of the four Gospels. The book of Mark names 
no one as author. However, since the second century A.D., church leaders and scholars 
have accepted John Mark as the one who wrote this Gospel. Mark’s major source for 
writing the Gospel of Mark was the preaching and instruction of the Apostle Peter. 
Presumably he heard Peter preach many times in Jerusalem in the early days and may have 
taken notes. He also probably had personal conversations with him. Mark also had contact 
with Paul and Barnabas (Acts 13:5-12; 15:39; Col. 4:10-11). Other sources include: (a) 
units of oral tradition that circulated in the early church; (b) independent traditional 
sayings of Jesus; (c) oral tradition which Mark summarized (1:14-15; 3:7-12; 6:53-56). 
Under the oversight of the Holy Spirit Mark used these sources to compose a historically 
accurate and trustworthy Gospel. 

According to the Nelson's New Illustrated Bible Dictionary, the earliest witness to 
identify the author was Papias (A.D. 60-130), a bishop of Hierapolis in Asia Minor 
(Turkey). Papias then added that Mark had not followed Jesus during His lifetime, but 
later had written down Peter’s recollections accurately although not’ always in their proper 
order. Subsequent tradition unanimously agrees with Papias in ascribing this gospel to 
Mark.67 

The Mark believed to have written this gospel is John Mark. He was a native of 
Jerusalem (Acts 12:12), and later became an associate of both Peter (I Pet. 5:13) and Paul 
(2Tim. 4:11). Eusebius tells us that Mark composed his gospel in Rome while in the 


services of Peter. There are good reasons to accept this report. The gospel has many 
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characteristics of an eyewitness account, for which Peter would have been responsible 
(Mark 1:29-31). Moreover, it is unlikely that the early church would have assigned a 
gospel to a minor figure like John Mark unless he in fact were its author, since the books 
of the New Testament normally required authorship by an apostle to qualify for 


acceptance in the Canon.°* 
Date Written 


D. A. Carson, Douglas J. Moo, and Leon Morris, believe that Mark was written in 
the 50’s A. D., even though this early date goes against the earliest traditions about Mark 
having been written after the death of Peter. But other traditions affirm that Mark wrote 
while Peter was still alive, so the early evidence is by no means unanimous on the 
subject.6? 

The Gospel of Mark was written between A.D. 55 and 70. The discourse centered 
around Jesus’ prediction of the destruction of the Jerusalem temple (13:2, 14-23) suggests 
that Mark’s Gospel was written before A.D. 70, when the temple was destroyed. The 
Nelson's New Illustrated Bible Dictionary tells us that if Mark composed his gospel while 
in the services of Peter, and Peter died in Rome between A.D. 64 and A.D. 68, then the 


gospel would have been written in Italy in the early 60’s.7° 
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Structure of the Gospel 


The Gospel of Mark can be divided roughly into two parts: Jesus’ ministry in 
Galilee (chaps. 1-9) and Jesus’ ministry in Judea and Jerusalem (chaps. 10-16). Mark 
begins his gospel with the appearance of John the Baptist (1:2-8), followed by the baptism 
of Jesus (1:9-11). He comments on the temptation of Jesus only briefly (1:12-13) and 
concludes his introduction by a capsule of Jesus’ message, “The time is fulfilled, and the 
kingdom of God is at hand. Repent, and believe in the gospel” (1:15). Then follows a 
series of 14 brief stories depicting Jesus as a teacher, healer, and exorcist in and around 
His hometown of Capernaum. In these stories, Jesus often is in conflict with the Jewish 
authorities of His day. 

In Chapter Four, Mark assembles a number of Jesus’ parables. In each parable, 
Jesus uses common experiences to tell who God is and what human beings can become. 
Mark then resumes the activities of Jesus as an open-air preacher and healer with a series 
of 17 more episodes (4:35-8:26). 

The first half of the gospel reaches a climax when Jesus is en route to Caesarea 
Philippi and asks His disciples, “Who do men say that I am?”(8:27). Peter responds, “You 
are the Christ” (8:29); and Jesus then shocks the disciples by explaining that the Christ 
must suffer and die, and whoever desires to be His disciple must be prepared for the same 
(8:31-9:1). A glorious Transfiguration of Jesus immediately follows this pronouncement; it 
shows that the Father in heaven confirms Jesus’ role as a suffering Messiah (9:2-13). Then 
follows another series of 23 stories as Jesus journeys to Jerusalem for the Passover. 

In the various encounters included in the Gospel of Mark, Jesus tries to drive home 


the truth He taught at Peter’s confession that messiahship and discipleship involve 


14 


suffering: “Whoever desires to become great among you shall be your servant... . For 
even the Son of Man did not come to be served, but to serve, and to give His life a ransom 
for many” (Mark 10:43, 45). 

Chapter 13 contains a discourse of Jesus on the end of the age. Chapters 14 — 15 
concluded the passion story, with accounts of Jesus’ betrayal (14:1-11), His last supper 
with His disciples (14:12-31), His arrest (14:32-52), trial (14:53-15:20), and crucifixion 
(15:21-41). At the end, Jesus suffers passively “as a sheep before its shearers is silent” 
(Isa. 53:7). In the oldest manuscripts, the gospel ends with an angel announcing the 


resurrection of Jesus (16:1-8).7! 
Writing Style 


Second, Mark’s writing style is vivid, forceful, and descriptive (2:4; 4:37-38; 5:2- 
5; 6:39; 7:33; 8:23-24; 14:54). His use of Greek tenses, simple sentences and the frequent 
use of the word “immediately” lend vividness to his writing. Third, Mark’s Gospel is filled 
with action and movement by Jesus toward the Cross and Resurrection. From Mark 8:31 
onward Jesus and His disciples were “on the way”(9:33; 10:32) from Caesarea Philippi in 
the north through Galilee to Jerusalem in the south. The rest of the narrative (36%) was 


devoted to events of the Passion Week (11:1-11) to His resurrection (16:1-8). 
Theological Theme 


The theological theme of this book portrays Jesus in a number of ways. In the 
opening verse, Jesus Christ is identified as “the Son of God” (1:1). This was confirmed by 
the Father (1:11; 9:7) and affirmed by demons (3:11; 5:7), by Jesus Himself (13:32; 14:36, 


11 Thid. 
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61-62), and by a Roman centurion at Jesus’ death (15:39). It was also confirmed by His 
authoritative teaching (1:22, 27) and His sovereign power over disease and disability 
(1:30-31, 40-42; 2:3-12; 3:1-5; 5:25-34; 7:31-37; 8:22-26; 10:46-52), demons (1:23-27; 
5:1-20; 7:24-30; 9:17-27), the domain of nature (4:37-39; 6:35-44, 47-52; 8:1-10), and 
death (5:21-24, 35-43).7 

The Nelson's New Illustrated Bible Dictionary, reports that Mark is careful to 
“avoid portraying Jesus as an unrealistic superstar whose feet do not touch the ground.”73 
The Son of God is not immune from the problems of life, but enters fully into them. He 
must be obedient to the will of the Father, even to death on a cross. Mark portrays Jesus 
according to the model of the Suffering Servant of Isaiah. 

Further, Mark does not emphasize Jesus’ deity at the expense of His humanity. 
Jesus appears sorrowful (14:34), disappointed (8:12), displeased (10:14), angry (11:15— 
17), amazed (6:6), and fatigued (4:38). 


Purpose of the Writing 


The purpose of the writing of the Gospel of Mark is to present Jesus Christ as the 
Servant of the Lord, to win converts to Jesus Christ, to give instruction to new Christians 
and strengthen their faith in the face of persecution, to provide material for evangelists and 
teachers to use and to correct false ideas about Jesus and His messianic mission. Some 
writers believe Mark’s purpose was pastoral in nature. The Christians in Rome had already 


heard and believed the good news of God’s saving power (Rom. 1:8) but they needed to 
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hear it again with a new emphasis to catch afresh its implications for their lives in a 
dissolute and often hostile environment. They needed to understand the nature of 
discipleship. They needed to know what it meant to follow Jesus, in light of who Jesus is 
and what He had done and would keep doing for them.” 

Like a good pastor, Mark presented this Gospel in a way that would help his 
readers to grow and develop. He was successful in doing this by showing how Jesus cared 
for His disciples and how Jesus taught them about discipleship in the context of His death 
and resurrection, the same kind of care and teaching needed by everyone who would 


follow Jesus. 
The Content of the Book of Mark 


Mark introduces the main character of his action-packed narrative, Jesus, in 13 
quick verses. He weaves into this introduction both expectation (“Prepare the way of the 
Lord,” 1:3) and conflict (Satan tempts Christ in v. 13). The large section that follows 
(1:14 — 8:30) heightens the conflict, as in a Greek tragedy. There are successes for Jesus, 
but there is also growing hostility. Triumph and conflict appear side by side. This long 
section culminates in Peter and the other disciples recognizing Jesus as the promised 
Messiah (8:29). 

In the next section (8:31 — 15:47), Mark describes the final outcome for the 
Messiah, Jesus’ passion and death. First, Jesus announces His coming death to His 
disciples (8:31; 9:31; 10:33) and prepares them for it. Then, He journeys to Jerusalem and 
is tried and put to death. But in the epilogue (16:1-20), the purpose of His death becomes 
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clear. The drama comes to a rousing conclusion as Christ rises from the dead and 


encourages His followers. 
Church Administrative Principles Found in Mark 6:30-44. 


It is clearly seen in this passage of Scripture the absolute necessity of having 
administrative procedures to help keep order in ministry. Without the leadership of Jesus 
instructing the disciples to adhere to His administrative orders, more than 5,000 people 
would have been robbed of God’s blessings both physically (food) and spiritually (power 
to provide). Likewise, Gethsemane Missionary Baptist Church is in desperate need of an 
efficient administrative ministry model that would enable ministry to be conducted 
“decently and in order” (I Cor. 14:40). Without the leadership of the Holy Spirit leading 
and guiding during the administrative process, those involved in the process will be 
despoiled of the many blessings God intends for His children. Hence, the mission of the 
church will go unrealized, the children of God will miss out on intended blessings, and 
God will not be glorified. 

In the following biblical text, a New Testament administration model is 
demonstrated to show the magnitude of God’s creative administrative powers at work in 
the life of weak and finite humans. Also, this model demonstrates the importance of having 
an administrative model that will allow for a coherent structure of policies and procedures. 
A sufficiently structured administrative model will aid in the needs of the people being 
met. 

Finally, this administration model presents required steps in the administrative 
process. Both the administrator and those for whom the process was structured have a 


responsibility to carrying out their part of the process by the governance of the Holy 
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Spirit. The administrator’s part is to guide or steer the process through to its end 
(recognizing needs, planning, organizing, directing and controlling/evaluating). The 
recipients of the administrative process are to adhere to the policies and procedures. The 
Holy Spirit’s part is to guide, teach and encourage all participants, overriding the human 
elements. Together, the administrator and the people involved will work and minister 
through the guidance of the Holy Spirit that the mission of the church may be realized. 

Matt. 6:30-33 “And the apostles gathered themselves together unto 

Jesus, and told him all things, both what they had done, and what 

they had taught. (31) And he said unto them, Come ye yourselves 

apart into a desert place, and rest a while: for there were many 

coming and going, and they had no leisure so going, and they had 

no leisure so much as to eat. (32) And they departed into a desert 

place by ship privately. (33) And the people saw them departing, 

and many knew him, and ran afoot thither out of all cities, and 

outwent them, and came together unto him.” 

In this passage of Scripture, the Apostles had been sent out to minister by Jesus. 
They returned to report to Him and tell what God had done through them. Tired and 
excited by their attempts at preaching, after an intensive time of. ministry, they needed rest. 
William Barclay makes a valuable point when he expounds on the relationship of ministry 
and rest. He brings out that the Christian life is a continuous going into the presence of 
God from the presence of men and coming out into the presence of men from the presence 
of God, It is like the rhythm of sleep and work. We cannot work unless we have our time 
of rest; and sleep will not come unless we have worked until we are tired.75 

So Jesus accordingly proposed to the disciples that they should escape out of the 
tumult and excitement of Capernaum and take a ship crossing over to the quiet side of the 
lake. But the multitude of people would not let them, for they ran following Jesus and the 
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disciples. The people never allowed Him out of their presence. And so it came to pass that 
He could not steal away to that quiet place He had just invited His disciples. 

As the people noticed Jesus trying to get away, they hurried along the shores of 
the lake, running after Him! People were running towards Jesus from everywhere it seems. 
The text says they came from “. . . out of all cities . . .” (v.33). In fact, the people 
“outwent them,” they went ahead of them running on foot. Jesus being the God He is, He 
got out of the boat to see who it was that “came together unto him” (v.33b). 

Matt. 6:34 “And Jesus, when he came out, saw much people, and 

was moved with compassion toward them, because they were as 

sheep not having a shepherd: and he began to teach them many 

things.” 

An effective administrative model is one that is birthed out of the desire to meet 
pressing needs of the people. One of the first steps in the administrative process is to 
ascertain what the needs are in ones context. When Jesus saw the large crowd, He felt 
compassion toward them. He was not annoyed. He was not irritated. He was not short- 
tempered. He was not fed up. He was not angry, but rather he was moved with 
compassion toward them because there existed a pressing need. Any ordinary man would 
have been intensely annoyed. The physical rest Jesus really needed and had earned was 
denied him. Any ordinary man would have resented it all, but Jesus was moved with pity 
at the crowd because He saw their need. 

And when Jesus saw them, He saw them as “sheep not having a shepherd.” In 
other words they were lost and helpless, without guidance, nourishment, or protection. 
Warren Wiersbe sheds light on the shepherd and sheep relationship when he writes, “In 
several Old Testament passages (Num. 27:27; I Kings 22:17; Ezek. 34:5, 23-25) the 
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sheep/shepherd image is associated with the wilderness (cf. Mark 6:31-32).”7 The crowd 
represented the sheep and Jesus is the true Shepherd and the disciples the under 
shepherds. The sheep received compassion, extensive teaching (Luke 9:1 1), and provision 
of their needs (Mark 6:35-44) from Jesus, the true Shepherd (John 10:1-21).77 The 
Interpretation Bible Commentary brings out that Jesus was so intent on teaching that his 
disciples had to remind him of the crowd’s physical hunger (vv. 35-36).7* Barclay 
expounded upon the sheep and shepherd imagery with more detail. First, a sheep without 
the shepherd cannot find the way. Left to ourselves we get lost in life. Second, A sheep 
without the shepherd cannot find its pasture and its food. In this life we are bound to seek 
for sustenance. We need the strength that can keep us going; we need the inspiration that 
can lift us out of ourselves and above ourselves. Thirdly, A sheep without the shepherd 
has no defense against the dangers that threaten it. It can defend itself neither from the 
robbers nor the wild beasts. If life has taught us one thing it must be that we cannot live it 
alone.” 

David McKenna took this sheep image and compared the directionless, dumb, and 
defenseless sheep to humans. He explains that without leadership even crowds are dumb 
and defenseless. They have no structure for outward protection and no division of labor 
for internal effectiveness, Like an army in rout, the enemy can pick them off one at a time 


or let them run over each other. Jesus’ picture of the sheep without a shepherd is even 
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more pitiful. Of all the animals, sheep are the most vulnerable. Senselessly, they will 
wander away from the flock to become easy prey for wolves. Futilely, they will pick over 
wastelands and starve unless the shepherd leads them into green pastures. Crowds of 
people are equally vulnerable. With just a word from an evil shepherd, more than nine 
hundred members of the Jonestown cult will drink cyanide. Or without a shepherd, 
thousands of decent people will turn into bloodthirsty “boo-birds” at a boxing match.’ 

J. D. Jones uses a different imagery to describe the helplessness of the people 
without adequate protection and structure from the enemy: 

You can scarcely conceive of a more pitiable object than an Eastern 

sheep without a shepherd to care for it. For, to begin with, pasture 

grounds were not easily found. It was part of the shepherd’s duty to 

lead his flock into the green pastures and by the still waters. In the 

second place, not only was pasturage scanty, but also wild beasts 

were plentiful. A shepherdless sheep might easily fall victim to some 

prowling savage beast.”8! 

When Jesus saw the shepherdless people, He saw souls lost and out of the way, 
because there was no one to guide them and care for them. Thus, just as Jesus saw that 
the lost and aimless souls needed instruction and guidance, an effective administrative 
model is one that evolves because of the pressing needs of the people. 

Second, an administrative model can only be as effective as the people are willing 
to embrace and adhere to the model. With compassion, Jesus looked upon them like 
sheep without a shepherd, and began teaching them the things of God. The people needed 
a true Shepherd who could teach and lead them in what they needed to know and keep 


them from straying from God. However, the people had a responsibility in the 
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administrative process. Their responsibility was to embrace and adhere to the process by 
obeying what they were told to do. 

While Jesus had hoped to be alone with the disciples for a time of rest, he did not 
send away this needy crowd. “He had compassion for the people and took it upon himself 
to meet their needs. He did not ask his weary disciples to teach or heal. Jesus knew that 
his time on earth was short, so he took advantage of every opportunity to teach the good 
news of the kingdom to those willing to listen.”®? In many traditional Black Baptist 
churches, the quality of the worship experience is gauged more upon emotions than on the 
quality of the teaching of the Word of God. Too many leaders play upon feelings and 
emotions for selfish reasons. If emotions run high enough, no one stops to ask whether 
what is being taught is right or wrong. Jesus, however, refuses to take advantage of the 
shallow believers whose faith has to be matured. But instead, Jesus teaches them many 
things in order to build under their enthusiasm the foundations of truth that will sustain 
them when emotions fall and He is not physically present. 

In his commentary, J. D. Jones commends Jesus for being a great example of what 
leaders should strive to emulate. His (Jesus) act of compassion illustrates the wonderful 
love that never sought its own, but always forgot its own needs and worries and sorrows 
in sympathy and care for the burdens and sorrows of other people.”®3 Jesus sets the 
example for all leaders in the church who have true compassion and integrity. Hence, an 
effective administrative model is dependent upon how much it is embraced by the people 
and by those leaders who are responsible for carrying out the policies and procedures. 
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Matt. 6:35-36 “And when the day was now far spent, his disciples 
came unto him, and said, This is a desert place, and now the time is 
far passed: (36) Send them away, that they may go into the country 
round about, and into the villages, and buy themselves bread: for 
they have nothing to eat.” 


Jesus had been teaching the people until late in the day (after 3:00 p.m.). Sunset 
was approaching, and the disciples wondered what Jesus planned to do with this crowd 
that had come far from their homes to be with them. The place where Jesus had been 
teaching was remote, far from any town or village. The disciples thought Jesus would be 
wise to let the people go before the darkness came in order for them to find food and 
lodging for the night. So they brought their suggestion to Jesus: “Send the people away.” 
This statement indicates the spiritual desire of the multitude. Even “though hungry, they 
would not go unless they were sent; spiritual desire rendered them oblivious of bodily 
hunger.”8+ 

Matt. 6:37 “He answered and said unto them, Give ye them to eat. 

And they say unto him, Shall we go and buy two hundred 

pennyworth of bread, and give them to eat?” 

Additionally, an effective administration model is one where it is being used as a 
tool for role clarification. The disciples were being very compassionate regarding the 
people’s needs when they suggested that Jesus send them away. After all, they would need 
to reach the town before sunset if they were going to obtain food. Jesus’ answer both 
astounded and exasperated them: “Give ye them to eat.” In other words, the disciples 
were responsible to give the multitude something to eat. Jesus was saying in essence that, 
since the disciples knew that the multitude were hungry, they should be proactive and do 
something about the problem. Put another way, the disciples needed clarification in terms 
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of what their role was in the administrative process of meeting the needs of the people. 
One of the major sources of ministry frustration among leaders is the issue of role 
clarification. Many times job descriptions are written too vague. The more vague the 
written or non-written descriptions and responsibilities are, the more room for job 
responsibility overlapping to occur. This overlapping is the major source of frustration 
because some people feel threatened and under appreciated when others perform a job 
that has been assigned to them. 

William Barclay observes an implicit contrast between the attitude of Jesus and the 
attitude of the disciples. First, it shows two different reactions to the human need. When 
the disciples saw how late it was, and how tired and hungry the crowd was, they said, 
“Send them away so that they can find something to eat.” In effect they said, “These 
people are tired and hungry. Get rid of them and let someone else worry about them.” 
Jesus said, “You give them something to eat.” In effect Jesus said, “These people are tired 
and hungry. We must do something about it.” There are always the people who are quite 
aware that others are in difficulty and trouble, but who wish to push the responsibility for 
doing something about it on to someone else; and there are always the people who when 
they see someone up against it feel compelled to do something about it themselves.85 

Too many times local church leaders are witnesses to needs facing the local 
congregation and prayers are made to God for needs to be met resourcefully. However, 
God is expecting for leaders to exercise their God given authority and do something about 
the needs. The administrative policy and procedures manual is a form of “giving the 


people something to eat” in the sense of meeting a desperate church need. The church 
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operating manual will serve as food for a church that is hungry for structure, guidelines 
and adequate procedures. 

Next, an administrative model is effective when it provides a voice for 
directionless and defenseless people of the congregation. David McKenna’s treatment of 
this passage illustrates a powerful principle for effective policies and procedures. In his 
book, he writes that Jesus is the voice that speaks for the people. Like sheep that are 
dumb, the crowd of people has no singular voice. Consequently, the disciples come to 
Jesus protesting the stupidity of a crowd that ran far away from home with nothing to eat. 
“Send them away” (v.36), they recommend. But Jesus, with the same compassion that 
spent a day teaching the crowd, answers, “You give them something to eat” (v. 37). He 
becomes the voice for the dumb, directionless and defenseless people. Likewise, effective 
administrative policies and procedures become the voice of a directionless, unstructured 
and disorderly church. 

A quick calculation figured that to feed all these people would take eight months 
of a man’s wages. Some translations say “two hundred denarii.” A denarius was Roman 
currency—a silver coin that was the average daily wage of a laborer in Palestine. The 
disciples summed up the situation and found it hopeless. If they had that much money in 
their possession, were they supposed to walk from the remote place to several villages in 
order to track down enough bread, spend that much on bread, then somehow carry it all 
back to this remote place, and then give it to them to eat? No matter how they looked at 
it, the disciples saw Jesus’ request to be impossible. The Interpreter’s One-Volume 


Commentary suggests the question about buying two hundred denarii worth of bread is 
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rhetorical and even sarcastic. Their estimation of a “specific large number pointedly brands 
Jesus’ instruction as absurd. Thus again Mark shows the reader how little the 12 
understood their Master.”87 


Matt. 6:38 “He saith unto them, How many loaves have ye? Go and 
see. And when they knew, they say, Five, and two fishes.” 


Another effective administration model would encourage proper controls of 
resources (human, spiritual, facilities and finances) to ensure rightful use. Jesus 
commands that the disciples “Go and see” how many loaves of bread are available to feed 
the people. As the chief administrator, Jesus utilized the fourth step (Directing) in the 
administrative process of church administration. He directs the Disciples to assess what 
resources are available to help meet the needs of the people. 

The disciples discovered that a young boy had been thoughtful enough to bring 
along five loaves of barley cakes and two fish (John 6:9). Fish and especially bread were 
central components of the Palestinian diet; meat was rarely available except at feasts.8* 
Apparently, in their hurry, no one else in the crowd had thought to bring along food to 
eat, or they were unwilling to share it.8° The young boy offered his lunch to the disciples. 
The two fish and five loaves of bread are limited resources with which Jesus uses to 
abundantly bless the multitude. 

Matt: 6:39-40 “And he commanded them to make all sit down by 


companies upon the green grass. (40) And they sat down in ranks, 
by hundreds, and by fifties.” 
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An effective administration model will encourage delegating responsibilities when 
appropriate. Noticeably, Jesus did not personally direct or instructs the crowd to sit, but 
delegated this organizational responsibility by directing His disciples to supervise the 
multitude in sitting down in groups of hundreds and fifties. This would allow for maximum 
administration of resources. 

In his treatment on this verse, David McKenna asks and answers the question, 
“Why does Jesus command the disciples to organize the crowd?” Where resources are 
limited, organization makes the difference. With proper organization, food can better be 
distributed fairly among the groups and, within the groups, and no one will be neglected. 
Ensuring that limited ministry resources (human, facilities, spiritual and financial) are 
distributed effectively is vital to God’s church fulfilling its mission, Herein is another 
important reason why the local church must embrace and implement adequate 
administrative policies and procedures. 

Also in verse 39, Jesus gives a set of administrative procedures that if followed, 
would result in more than 5000 people (5000 men plus their families) being fed. The men 
were probably separated from the women and children for the meal according to Jewish 
custom.®! To insure orderly distribution, Jesus commanded them to sit down in groups or 
ranks in hundreds and in fifties. In his commentary on this passage, William Barclay 
comments that the word used for sections (prasiai) is a very pictorial word. It is the 
normal Greek word for the rows of vegetables in a vegetable garden. When you looked at 


the little groups, as they sat there in their orderly rows, they looked like the rows of 


90 McKenna, “Mark,” 137. 
91 Barton, “Mark,” 181. 


88 


vegetables in a series of garden plots.9? The words “in groups” in 6:40 could literally be 
translated, “garden plot by garden plot.” This particular detail is another illustration of the 
importance of order in the church. 

Lindsey P. Pherigo, comments that the orderly arrangement of people prior to the 
feeding is reminiscent of Paul’s protest that in Corinth the Lord’s Supper is disorderly (I 
Cor. 11:20-22) and that Christian worship in general should be done decently and in order 
(1 Cor. 14:40).%3 The only way for this size of a group (5000 plus women and children) to 
be served by the 12 disciples is for an efficient set of procedures to be in place that would 
accommodate a group such as this. Likewise, in today’s ministry environment it is 
necessary to have a process of procedures in place to facilitate needs being met in a decent 
and orderly manner. 

Now why would Jesus instruct them to be seated in such a fashion as this? 
According to Craig Keener, it was to emphasize the great number of people fed.™ It was 
to stress the importance of administrative order and structure for the purpose of 
facilitating the distribution of the food. Dr. Vincent Taylor agrees when he says, “the 
reference is to regularity of arrangement rather than to variety of coloring.”95 Jamieson, 
Fausset and Brown state that the reason for the seating in this fashion was “to show at a 


glance the number fed, and to enable all to witness in an orderly manner this glorious 


92 Barclay, “The Gospel of Mark,” 158. 
53 Pherigo, “The Gospel According To Mark,” 655. 
94 Keener, “Mark,” 151. 


95 Vincent Taylor, The Gospel According To St. Mark (New York: St. Martin’s Press, 1959), 
323. 


89 


miracle.”9 It is quite evident that in order for the distribution of resources to have met the 


needs of the multitude, orderly seating arrangements were necessary. 

Matt.: 6:41 “And when he had taken the five loaves and the two 

fishes, he looked up to heaven, and blessed, and brake the loaves, 

and gave them to his disciples to set before them; and the two fishes 

divided he among them all.” 

Another characteristic of an effective administration model is one where those 
involved in the administration process are encouraged to ultimately depend on the Holy 
Spirit for help, power and guidance through the process rather than in themselves. In 
verse 41, Jesus gave thanks to God (as was the customary) for the food and He broke the 
loaves into pieces, divided the fish into portions and gave (kept giving) them to His 
disciples to set before the people. According to Dr. A. E. J. Rawlinson, the loaves given to 
the multitude were probably barley cakes and the fish were a “mere relish, and probably 
pickled or cooked.””” A point of special interest is the act of prayer, as Jesus looked up to 
heaven. Dr. Taylor suggests that the act of prayer is Jesus’ act of thanksgiving to God.% 
In His thanksgiving to God, Jesus lucidly illustrates His total dependence upon God (John 
11:41-42) to help Him during the administrative process. 

Only after the resources have been blessed were they distributed among the 
disciples to be served to the multitude. The verbs in this verse are in different tenses in the 
Greek. The word “broke” is in the aorist, implying an instantaneous act. The word “gave” 
is in the imperfect, implying a continuous act. Thus the miracle occurred in Jesus’ hands. 
He broke the bread and then kept on giving it to his disciples to then set before the people. 
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The same miracle happened with the fish, as Jesus continued to break and give bread, so 
did He continue to give fish. Kenneth S. Wuest, in his commentary on this passage notes 
that the multiplication took place in Christ’s hands, between the acts of breaking and 
giving.®? The disciples distributed the bread and the fish until everyone, including women 
and children had enough to eat (6:42). 

The Greek word for men is “andres,” meaning not “people,” but “male 
individuals.” Therefore, there were five thousand men in addition to the women and 
children. The total number of people Jesus fed could have been over ten thousand. The 
number of men listed separately because in the Jewish culture of the day, men and women 
usually ate separately when in public. The children ate with the women,!00 

James Hastings seems to sum up the lesson Jesus teaches quite well. Jesus wanted 
his disciples to know what resources they had in Him. Jesus wanted them to understand 
that he can take meager resources and poor powers of His servants, and multiply them, by 
adding to them Himself; till they accomplish their mission.!°! Lamar Williamson echoes the 
same idea but in different words, Jesus’ “seemingly insensitive demand of his disciples 
Teveals his confidence in them as undershepherds; and that confidence is undergirded by 
his power to provide all they need for the task with plenty left over for themselves.”!2 
Thus, dependence upon the Holy Spirit for guidance and power while carrying out the 
administrative process is key to the successful implementation of policies and procedures. 
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Matt. 6:42-43 “And they did all eat, and were filled. (43) And they 
took up twelve baskets full of the fragments, and of the fishes.” 


Yet another characteristic of an effective administrative model will include 
controls to maximize resources and minimize waste. Such controls are necessary because 
many ministries are already operating with limited resources such as finances, people and 
facilities. The utilization of appropriate controls such as budget control programs, 
resource permission or request forms and activity evaluation models (see Gethsemane’s 
evaluation model in Appendix M) can be effective tools to help attain maximum usage of 
limited resources. 

That the disciples took up 12 baskets of fragments after all had caten and were 
filled indicates that a robust control procedure was in place to minimize waste. According 
to Jamieson, Fausset and Brown, the baskets they used to control the leftover fragments 
were “baskets or luggage taken by Jews ona journey to carry both their provisions and 
hay to sleep on.”"3 Just as Jesus valued the resources (five loaves and two fish) to meet 
the needs of the multitude, he values all resources (finances, facilities, and people) that can 
be used to help realize the mission of the church. Realizing that many ministries have 
limited resources available to do ministry, implementing effective administrative controls 
are vital. 

William Barclay brings out much more about the twelve baskets full of fragments 
being leftover. He says that there are two reasons for the basket, which was a wicker- 
work affair, shaped like a narrow-necked Pitcher, broadening out as it went down. First, 
the very orthodox Jew carried his own food supplies in his basket, so that he would be 
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certain of eating food that was ceremonially clean and pure. Second, many a Jew was an 
accomplished beggar, and into his basket went the proceeds of his begging. '"4 Walter 
Wessel says that the baskets were small wicker baskets (kiphinon) every Jew took with 
him when away from home. In it he carried his lunch and some needed essentials so that 
he would not have to eat defiling Gentile food.'!95 

It was into their own baskets that they frugally gathered up the fragments so that 
nothing would be lost. The Gray and Adams Bible Commentary notes about the leftovers 
“they (disciples) were not to be wasteful just because Jesus was bountiful.”! Much is to 
be said about wastefulness in the ministry of the church. With limited resources on every 
side, the fragments of time, opportunity and material must not be wasted but taken up and 
put to good use. 

Matt. 6:44 “And they that did eat of the loaves were about five thousand men.” 

The final characteristic of an effective administration model is one where all 
involved persons are encouraged to fully cooperate in the administrative process. The 
multitude did not eat until all others carried out their perspective roles. P. B. Fitzwater 
clearly illustrates this characteristic in his book, Preaching and Teaching the New 
Testament. According to Mr. Fitzwater, everyone in the church has a part to play in the 


model. 107 
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The Master's part. Jesus’ administrative part was to create policy by 
issuing the instructions as to the method of procedure, and to create the 
provisions. Though they had but five loaves and two fishes, He so 
increased them that the needs of the hungry multitude were met. 

The Disciples’ part. The disciples’ administrative part was to execute 
policy by having the people to sit down in companies to facilitate 
distribution. They then took that which Jesus had blessed and distributed it 
to the people. The disciples were not responsible for the creating of the 
provisions, but only to get them to the people. 

The People’s part. The people’s part was to follow policy by obediently 
sitting down and to eat. Even after the bread had been blessed by the Lord 
and distributed by the disciples, they would have famished with hunger had 
they not eaten. Unless the people receive or embrace the administrative 
policies and procedures, which has been created and executed, they will 


administratively starve. 


Jesus did what the disciples thought was impossible. Jesus multiplied the limited 
resources. He multiplied five loaves and two fish to feed over five thousand people. The 
Tesources (Two fish and Five Loaves of Bread) originally given to Jesus seemed 
insufficient, but in his hands it became more than enough. While individuals may feel that 
their contribution to Jesus is little, he can use and multiply whenever human, spiritual, 


facilities and financial resources are given him. 


Historical Foundation 


The historical foundation piece is extremely foundational because it serves as the 
eyes through which the major flaws in the current church and ministry administration 
model can be examined from a historical perspective and therefore assessed for 
improvement in the present and future. The history of church and ministry administration 
in the black church will help to understand the various components that have influenced 
the lack of consistent procedures and processes at Gethsemane Missionary Baptist 


Church. 
The Influences of Slavery 


Someone has said, “How you start out will determine to a large degree, how you 
will end up.” From the times when the black church was born, during the early years of 
slavery, there was a lack of an effective systematic administrative model. But this does 
not mean it has to continue to exist. The reason for this historical lack stems from the fact 
that the religious life of the slaves was extremely restricted by the slave masters, In many 
places, it was unlawful for black congregations to meet for worship unsupervised by 
whites. Before a black congregation could have a worship service, an appointed white 
person had to be present. Because of this, many of the black churches began to meet 
secretly, while slave owners rested during the earliest part of the day, leaving no physical 
evidence. As a result, administrative procedures and processes where not written, but 
were verbally passed on.198 


108 Massey, Jr. and McKinney, Church Administration in the Black Perspective, 13. 
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The Influence of the Emancipation (1863) 


Alter the Emancipation, the black church began to put forth required effort to fully 
operate and administrate the black church independently from the white Baptist and 
Methodist church because of discrimination. Unfortunately, during the Reconstruction 
Era, many of the educated and capable preachers, who were normally the most educated 
and the primary administrators, left the ministry of preaching for seemingly more attractive 
opportunities in the world of politics. This departure, over time, left the black church 
without sufficient leadership administratively. Herein lies one of the pitfalls when a church 
and ministry administration model is not put in place through leadership development. 

The dynamics of church and ministry are constantly changing, depending on the context, 
and therefore, leadership development must continue to take place in order to meet the 


changes and challenges of church ministry. 
The Influence of Hate Groups 


By 1906, the number of black ministers began to increase again due to the rise of 
numerous legislation that took away Constitutional rights of blacks. The Ku Klux Klan 
and other terror groups began their terror on blacks, Many blacks were forced back into 
some kind of slavery or involuntary servitude. The civil rights of blacks were ignored or 
taken away. And because of these ungodly events and the mighty hand of God, many 
black leaders, formally and non-formally educated, answered the call to the ministry. This 
re-emergence of capable black church leadership called for a renewed effort to 
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administratively organize in order to deal with the forces of discrimination and 


hopelessness. 109 
The Influence of World War I 


Additionally, World War I, which was fought from 1914 to 1918, brought on more 
importance for the need for an effective church and ministry administration model in the 
black church. The northern factories needed manpower to help build weaponry and war 
vehicles and the only available supply of manpower was from the rural South. Hence, the 
great migration to the north began as blacks from the South sought jobs in the factories in 
Chicago, Cleveland, Columbus, Detroit, Pittsburgh and other northern cities. When the 
churched blacks left the South, many of them joined local urban northern churches, and 
many new churches were organized and therefore needed better ways and means to keep 
order to maintain numerical and spiritual growth. 


The Influence of World War II 


World War II, which was fought from 1939 to 1945, continued the migration of 
blacks from the South to the urban North. From these great migrations grew the need for 
more sophisticated church and ministry administration models. The urban northern 
churches were more in number and in size than the southern rural churches. In addition to 
the churches being larger in size, the black preacher was no longer necessarily the most 
educated person in the church. These facts brought to the forefront the need for the 


delegation of responsibilities and structure among the leaders in the local black church. 
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The larger the church in terms of members, the more the need for delegated 


responsibilities and structure. 
The Influence of the Civil Rights Movement 


The administrative role of the black pastor underwent a major change during the 
course of the Civil Rights Era. He became a full-time pastor in service whether or not he 
had another vocational job. The black pastor became a “jack of all trades” in the urban 
local black church during these years. The migration from the South to the North was still 
taking place. And when the black churched left their southern rural churches, many of 
them searched for black churches and pastors with some of the same worship 
characteristics to which they were accustomed. 

As this migration continued to unfold, the black pastor, who was many times the 
most stable financially and otherwise, became all things to all people. He was the 
counselor for everyone; teacher; interpreter of social ills; civic leader; an advocate for the 
down and out, and the hopeless. He was the political leader, the legal counselor, the 
evangelist and whatever the people needed for him to be. He was an “enabler.” In other 
words, the pastor was one who gave the people the acting power to do and to say, on his 
or the church’s behalf. And yet he was expected to preach effectively on Sunday 
mornings and in some cases Sunday afternoons. It is no wonder that so many black 
pastors have neglected to look after the administrative needs of the new urban growing 
church. And because of his many other duties of ministry, many of the needed 
administrative activities were left undone or managed by persons who were not sufficiently 


competent. 
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Many times administrative positions were given to individuals who were not 
qualified or capable but were chosen by the pastor for political reasons. Unfortunately, 
this gave rise to a number of administrative issues. Many of the churches’ historical 
records were not kept in compliance to federal regulations. Valuable information that 
could have been tracked for evaluation in making good sound economic decisions was 
neglected. And normally, when a person quit or left a particular church, the records for 


which they were responsible also disappeared. 
The Influence of the 80’s to the Present 


The black church during this period has been undergoing a significant reorientation 
of its view of leadership. Reflecting the post-World War II social psychology of the 
nation, Christian churches have tended to adopt a rather anti-authoritarian posture. As a 
result, they have expected their pastors to assume a role of “enabler,” rather than leader. 
Strong lay leaders who feel they “own” the church have tended to support pastors who 
function as chaplains to the congregation. Pastors perform the religious duties of 
weddings and funerals and baptisms, preach sermons on Sunday, administer an office staff, 
convene committees, visit the sick, and counsel with those who have problems. But 
projecting a vision for the future and developing a total church philosophy of ministry that 
will aggressively contribute to fulfilling that vision is not expected of them. Unfortunately, 
church attendance as a whole has been on a decline since the mid to late 70’s because of 
this type of church mentality. 

Studies of growing churches show that the leadership role of the pastor is a key to 
church growth and health. The ideal role of a pastor for a church who wants to grow is 


described as one who is an “equipper,” rather than an “enabler.” An equipper is a pastor 


who supplies the necessary ministry tools to mobilize the people to do the work of the 
ministry, thereby, achieving the stated mission of the church (Eph. 4:11-16). This means 
that the pastor has to take the initiative in setting goals and obtaining goal ownership from 
the people.110 

Additionally, Theological Seminaries and church-based bible schools are training 
more women and men in the area of the equipping ministry than ever before. A quick 
review of books on the shelves of Christian Books Stores will show that church 
administration and leadership interests are certainly on the rise. For instance, in the 
Fall/Winter 2002-2003 Cokesbury Good-Books catalog, there are approximately 700 
books advertised. The books are categorized by topic. The topic which has the most 
number of books written is Church Administration type books. There are approximately 
140 books written on some aspect of administration. That represents more than 20% of 
the total number of books in the catalog. The next highest number of books, by subject is 
70 (Spiritual Growth). The other categories, including Worship, Devotion, Preaching, 
Theology, Religion, History, Social Concerns, Software, Self-Help and Grief are all under 
the count of 50 books.'!! This illustrates the overwhelming concern for the lack of 
effective church and ministry administration models in today’s churches. This also 
illustrates the necessity for leadership development to take place in the ministry 


environment. 
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In today’s Christian environment, leading a church to accomplish its divine 
mandate is no easy task. But it can be a highly enjoyable one, especially if the church and 


ministry administration model is built through good leadership development. 
Theological Foundation 


The most important person in the church administration process is actually the 
most neglected. The Holy Spirit is the sovereign, most wise, and ultimate administrator. 
He makes the administration process relevant to the persons involved and enables the 
application that causes coherency and achievement of the church’s mission. The 
administrative efforts are in vain unless the Holy Spirit receives cooperation by all 


involved participants. 
Who is the Holy Spirit? 


He is a person just as are the Father and the Son. Because man is made in the 
image of God, much of what man considers him to be as a person applies to the Spirit.!!2 
As do all persons, divine and human, the Spirit possesses intellect (I Cor. 2:10-11), 
emotions (Eph. 4:30), and will (I Cor. 12:11). His works also affirm His personality. He is 
the intelligent creator (Gen. 1:2), the giver of personal life (John 3:5). He teaches (I John 
2:20), guides (Gal. 5:16-18), and speaks (Acts 10:19; 13:2). He meets all the definitions of 
a person. 

The Holy Spirit is also deity. The Bible equates the Spirit with JHWH (Jehovah) of 


the Old Testament (compare Isa. 6:9-10 with Acts 28:25-27). Christ includes the Spirit in 
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the name of deity (Matt. 28:19; note the one “name” with three personal titles). Peter says 
that to lie to the Spirit is to lie to God (Acts 5:3-4). The Spirit has attributes that only God 
possesses: omniscience (I Cor. 2:10-11), omnipresence (Ps. 139:7-12), and omnipotence 
(Job 33:4). He works as God only can work. He creates and sustains life (Gen. 1:2; Ps. 
104:30). He raises the dead (Rom. 8:11). He reveals God’s truth (1 Cor. 2:10-11), and He 
creates divine life in the believer in Christ (John 3:5; Titus 3:5). He is fully God, as are the 


Father and the Son.!3 
Why Is The Holy Spirit Necessary In Church Administration? 


The word “Administration” comes from the Greek word kubernesis, the pilot of a 
ship. “Those who are involved in the administration process of the church are steering it 
through trouble, being carefull of the currents and dangerous shoals (Sand banks) that 
could sink it.”"!* One of the ministries of the Holy Spirit is to steer or guide the Christian 
through the wayes of troubled waters. The Holy Spirit is the believer’s ship pilot as we 
navigate through the administration process of achieving the mission of the church. Thus, 
the ministry of the Holy Spirit is necessary for a number of reasons. 

One reason the Holy Spirit’s work is necessary in the administration process is that 
the Spirit guides and directs the administrator. As the Christian administration participant 
yields to the leading of the Holy Spirit, he is guided and directed towards accomplishing 
the task. “For all who are being led by the Spirit of God, these are the sons of God” (Rom. 
8:14). The Christian who is performing the administrative task never needs to do it alone 
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or without adequate instruction because he or she can ask and receive directions from the 
Holy Spirit Himself.''5 This does not mean that proper preparation and training are not 
necessary. The assumption is that the person seeking to perform the administrative task 
has minimally prepared himself or herself for the task at hand. 

Another reason the Holy Spirit is necessary in church administration is that the 
Christian administrator needs divine enabling. Only by the Holy Spirit can administrators 
be guided and enabled to perform administrative tasks. A spiritual task involving spiritual 
truths to meet spiritual needs requires spiritual power.''® Effectiveness in service demands 
salvation and yieldedness to the Holy Spirit. When Christians seek to serve the Lord in 


their own strength apart from dependence on the Holy Spirit, the results are seldom 
lasting. 
The Cooperative Venture of the Holy Spirit 


Church Administration is a cooperative process, a venture involving both the 
human and the divine. Human administrators communicate and carryout the administrative 
process (Planning, Organizing, Staffing, Directing, Controlling and Evaluating). The 
divine administrator or Holy Spirit seeks to provide guidance, power, illumination, and 
insight to the administrators. 

Those involved in the administrative process must depend on the Holy Spirit to 
work through them, to use them and to (control) them as they perform their 
administrative duties. As they go through the administrative process, the Holy Spirit 
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simultaneously seeks to motivate, encourage and enable the recipients of the graces of 
God that result from the administrative process. Without the work of the Holy Spirit in the 
administrative process, the administrative goal of realizing the mission of the church 
cannot be accomplished. 

The relationship of the human to the divine is clearly demonstrated in I Corinthians 
2. Paul wrote that his message was not communicated with mere human eloquence, 
wisdom, or persuasion, but with inner spiritual power (vv. 1, 4). He was involved in giving 
a message of God’s wisdom, but the Holy Spirit was involved in enabling him to 
understand God’s wisdom (v. 12) and to have insight into God’s ways (v. 16). Paul spoke 
(v. 13) what he had been taught by the Holy Spirit (v. 13). Simultaneously, the Holy Spirit 
was also involved in motivating, encouraging and enabling the hearers to understand 


God’s wisdom spoken by Paul. 
The Gift of Administration 


Another area of cooperation between the human and the divine administrator 
pertains to the spiritual gift of administration. The Scriptures reveal several facts about 
spiritual gifts in general. (1) Every believer has a spiritual gift (Rom. 12:6; 1 Cor. 12:7, 11; 
Eph. 4:7; 1 Peter 4:10). (2) Spiritual gifts are divine enablings sovereignly given by God in 
His grace (Rom. 12:6; 1 Cor. 12:11, 18). (3) They are to focus on Jesus Christ, to glorify 
Him. (4) Spiritual gifts are given so that believers in Christ may edify other believers (l 
Cor. 12:7; 14:4-5, 17-26; Eph. 4:12). Gifts are not for the outward display of one’s 


abilities. Edification, not self-aggrandizement, is the purpose. Edification means “growing 
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in the depth and fullness of one’s understanding of Christ and all else in relationship to 
Him and in the quality of one’s personal relationship with Him,!!7 

In 1 Corinthians 12:28, the apostle Paul notes that “in the church God has 
appointed . . . those with gifts of administration.” The Lord has therefore given some 
people special abilities to guide others. The individual with the gift of administration does 
not merely have a knack for accomplishing goals, but receives guidance from the Holy 
Spirit to effectively coordinate the activities of the church.'!8 The persons with the 
Spiritual gift of administration can be further effective in carrying out the administrative 
process as they obey the leading of the Holy Spirit. It is possible to possess the Spiritual 
gift of administration and yet fail or be less than effective in performing the steps in the 
administrative process. Thus, the human and the divine administrator must cooperatively 
work together: the human does the following and the divine does the leading. 
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CHAPTER FOUR 


METHODOLOGY 


This chapter explains the methods used in mobilizing Gethsemane Baptist Church 
to adopt and implement a written administration model of ministry administrative policy 
and procedures that will help keep focused towards accomplishing the mission of the 
church. In order to maintain the integrity of the study, an outside facilitator was utilized to 
administer the survey, Pastor Jeffery A. Lang. He is a former research analyst with Piece, 
Monroe, & Associates, former research associate for Western Michigan University’s Drug 
and Alcohol Survey Project, and Senior Pastor of the Southside Baptist Church of 
Jackson, Michigan. As both an academic researcher and clergy, he brought scholarship 
and objectivity to the process. Throughout this section, Pastor Lang will be referred to as 


the facilitator. 
Research Method/Process 


Again, this paper asserts that, in qualitative research, the role of the researcher as 
the primary data collection instrument necessitates the identification of personal values, 
assumptions and biases at the outset of the study. The investigator’s contribution to the 
research setting can be useful and positive rather than detrimental. Thus, Pastor J. A. Lang 
had the task of soliciting objectively the data required for the study and, through 


facilitation, to offer clarification of all questions and concerns of. Participants to maintain 
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the validity of the study. Therefore, for the purposes of this study, the method of research 
used was surveys (Pre and Post Test), administered by Pastor Lang. The initial stage 
provided participants an introduction to the facilitator and the process for which they were 
to be engaged. Then, the pre-test was administered and returned to the facilitator once 
completed by participants. Once the pre-test survey was completed, the researcher (M. A. 
Stewart) provided instruction in the areas related to developing administratively as a 
purpose driven church. Once Pastor Stewart completed the instructional process, then 


participants were administered the post-test survey. 
Research Context 


The context of the study took place at Gethsemane Missionary Baptist Church 
located in Flint, Michigan. It was selected because of the trust, comfort, and history in 
terms of familiarity for participants. In 1970, a new church building was erected on newly 
acquired property adjacent to the “House Church” in which the church worshipped for the 


first four years of the existence of Gethsemane. 
Research Participants 


Although the researcher was inevitably aware of the actions of both the general 
membership and the leaders at Gethsemane Missionary Baptist Church, his primary 
concern was with the actions, and perceptions of the leadership base. Thus, the leaders 


and their positions, ages, and occupations are listed in Appendix A. 
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Instruments Used in Data Collection 


Three sets of instruments were used in the data collection process. The first 
instrument is called the Job Description Questionnaire (See Appendix G). The leaders 
were given a job description questionnaire to complete. They were given four weeks to 
complete the document. During the course of the four-week period, each leader was 
scheduled to meet with the pastor and the church council staff (Chairperson of Deacon 
Ministry, Church Administrator and Chairperson of Trustee Ministry) to receive guidance 
in completing the worksheet. 

The second instrument used is called a Church Administration Pre-test and Post- 
test Seminar (See Appendices B and E, respectively). Immediately following breakfast, the 
Participating leaders were given a pre-test of questions, administered by Rev. Jeffrey Lang, 
Pastor of Southside Baptist Church, that centered around the purpose of the church and 
church administration issues. The participants were given 30 minutes to complete the 
survey, which consisted of 15 questions. 

The third instrument used was the Lesson Plan (See Appendix C). The Lesson 
Plan was distributed immediately after Rev. Jeffery Lang retrieved the pre-test surveys. 
The Lesson Plan was designed to lead the Gethsemane leadership team into a working 
knowledge of God’s purposes for the Gethsemane Missionary Baptist Church and show 
how important having and embracing church administrative policies and procedures is in 
assuring that God’s purposes are intentionally fulfilled. 

At the conclusion of the seminar the facilitator, Rev. Jeffery Lang, administered the 
Post-test to determine if there were changes in opinions, perceptions and attitudes 
regarding church ministry administration affecting Gethsemane Missionary Baptist Church. 
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Thus, identical pre-test and post-test questions were administered, and the outcomes are 


outlined in the survey results sections. 


CHAPTER FIVE 


FIELD EXPERIENCE 


What actually happened at Gethsemane Missionary Baptist Church during the 
seminar and training sessions? 

For the first training session, each participant, including the senior pastor, brought 
with them a completed copy of their job description questionnaire. Four weeks prior to the 
session, each leader was given a Job Description Worksheet to be completed by each 
leader at Gethsemane (See Appendix G). 

This information became part of the ministry administration of policies and 
procedures model. The Gethsemane Missionary Baptist Church Administration Manual is 
attached in the appendices of this document. The next seminar and training session 
included participants answering a Pre-test and Post-test questionnaire administered by 
Rev. Jeffrey Lang, Pastor of Southside Baptist Church. 


Interpretation of the Results 
Summary of Results 


As the chart in Appendix F indicates, prior to the lecture being conducted the 
participants answered a cumulative total of 265 or 63% correct answers. After the lecture 
was conducted, a cumulative total of 329 or 78% correct answers were given, resulting in 


an overall increase of 64 or 19% more correct answers. This positive impact is likely due 
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to the intention of lecturing on specific issues relating to discovering Gethsemane’s 
purpose and demonstrating how written ministry administrative policies and procedures 
can help the church fulfill its purpose for the Glory of God. 


Question 1 


When asked what should be in a purpose statement, 29% of the participants 
answered correctly (The reason the church exists) and after the seminar training it 


increased to 39%, an increase of 27% in correct answers. 


Question 2 


It is evident that the leadership base of the church has a better understanding of the 
primary purpose of the church according to I Corinthians 10:31. Before the seminar 
training, only 18% of the participants answered correctly the question regarding the most 
important purpose of the church. After the seminar training, 82% of the participants 


answered correctly, an incline of 78%. 


Question 3 


When asked the question about what should drive or guide the church, 64% 
answered correctly (Purpose) and the same percentage answered correctly after the 
training seminar. The zero percent increase was because an additional four Participants 


selected “Stewardships and Finances” as the correct answer. 
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Question 4 


When asked about the primary purpose of the church, 57% of the participants 
answered correctly (Glorify the Lord our God) before the seminar. After the seminar, the 


total number of correct answers increased to 68%. 


Question 5 


The leadership base confirmed that a church should in fact have a simple, easy to 
remember and concisely written purpose statement. Before the seminar training, the 
majority of the participants (86%) already believed that purpose statements were 
necessary and should be simple, memorable and exact. After the seminar training, the 
percentage increased to 96%. 


Question 6 


75% of the leaders said that in an indirect way glorifying God meant being 
preoccupied in His ways and not our ways before the seminar. That percent increased to 


86% after they received training. 
Question 7 


When asked if Baptism created fellowship with other believers, 68% of the leaders 


agreed. However, after participating in the seminar, 93% agreed. 
Question 8 


This question was a little too confusing according to the feedback received. 
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Question 9 


The leadership participants appeared to have a better understanding of the 
resources that God expects us to administer. God has blessed the local church with 
human, facility, financial and spiritual resources as tools to help achieve the mission of the 
church and He expects them to be administered so as not to waste their benefits. Prior to 
the survey 61% answered this question indicating they believed that God in fact holds the 
local church accountable for the administration of such resources. After the training 
session, every one of the participants (100%) believed that it was the responsibility of the 
church to administer human, facility, financial and spiritual resources. 


Question 10 


This administration model is that most of the leaders believed before (79%) and 
after (89%) the seminar training that a church administration written model is supposed to 
keep the purpose of the church visible before the people. This indicates that most of the 
leadership base had an awareness that written administrative policies and procedures were 


helpful but just needed to be guided in terms of understanding the benefits. 


Question 11 


This was another confusing question. 82% of the leaders said that it was the 
pastor’s job to keep the vision of the church before the people prior the seminar, but that 
percent decreased by 21% after the seminar. The vision, being ultimately to glorify God, 


should be kept before the people in a number of ways, including preaching and teaching. 
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Question 12 


The participants learned that it is beneficial to the church to have written 
administrative policies and procedures. Only 43% of the participants answered Question 
12 correctly, indicating they understood the benefits of written administrative policies and 
procedures. Once the participants received training, the correct answers increased by 56% 


up to a redoubtable 96%. 


Question 13 


93% of the leaders answered the question correctly and after the seminar the 


percentage increased to 96%. 
Question 14 


86% answered this question correctly after the seminar the percentage rose to 


93%. 
Question 15 


71% of the leaders answered correctly and after the seminar was conducted the 
percent of correct answers increased by 17% up to a total of 86%. 

Upon reviewing the results of the pre and post test surveys, questions 8 and 11 
revealed a noticeable decrease in correct answers. This can be attributed to inadequately 
wording the questions. After administering the post-test survey, the facilitator reviewed 


each question sharing the correct answers. The leadership participants were given an 
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opportunity to offer feedback and indicated that questions 8 and 11 were confusing and 


difficult to understand because of the wording of the question. 
Limitations of the Study 


Limitations of the paper is that it is only restricted to the Gethsemane Missionary 
Baptist Church and the leadership core therein. The researcher knows that the limitation of 
the study deals strictly with the pastor and congregation relationship and these particular 
seminars have only occurred for a brief period of time and thus there has not been an 
opportunity to study the participants over time; and the study has not been expanded to 


include other churches with similar ministry dynamics and congregational make up. 
Delimitations of the Study 


As stated earlier, delimitations of the study are that the participant group is narrow 
and restricted to the Gethsemane Missionary Baptist Church and would allow further 
study, seminars, and training to be initiated by the researcher. It would expand the church 
base since he is the senior pastor of the church. Thus, the researcher/pastor can provide 
further opportunities for training, survey review, evaluation, and teaching in relation to 
administration and leadership. Through other pastoral relationships, the researcher could 
expand the study to include other local congregations or congregations outside of the Flint 


area with similar church models. 


CHAPTER SIX 


REFLECTION, SUMMARY AND CONCLUSION 


What are some of the strengths of the project? 


There are several strengths in regard to this particular project. First, the leadership 
base of the church has a better understanding of the primary purpose of the church 
according to I Corinthians 10:31. Before the seminar training only 18% of the participants 
answered correctly the question regarding the most important purpose of the church. After 
the seminar training 82% of the participants answered correctly (Question 2). 

Second, the leadership base confirmed that a church should in fact have a simple, 
easy to remember and concisely written purpose statement. Before the seminar training, 
the majority of the participants (86%) already believed that purpose statements were 
necessary and should be simple, memorable and exact. After the seminar training, the 
percentage increased to an impressive 96% (Question 5). 

Another strength of this model is that the leadership participants have a better 
understanding of the resources that God expects for us to administer, God has blessed the 
local church with human, facility, financial and spiritual resources as tools to help achieve 
the mission of the church and He expects for them to be administered, so not to waste 
their benefits. Prior to the survey 61% answered this question indicating they believed that 
God in fact holds the local church accountable for the administration of such resources. 
After the training session, every one of the participants (100%) believed that it was the 
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responsibility of the church to administer human, facility, financial, and spiritual resources 
(Question 9). 

Fourth, another strength of this model is that the participants learned that it is 
beneficial to the church to have written administrative policies and procedures. Only 43% 
of the participants answered question 12 correctly indicating they understood the benefits 
of written administrative policies and procedures. Once the participants received training, 
the correct answers increased by 56% up to a redoubtable 96%. 

Another strong point of this administration model is that most of the leaders 
believed, both before (79%) and after (89%) the seminar training that a church 
administration written model is supposed to keep the purpose of the church visible before 
the people (Question 10). This indicates that most of the leadership base had awareness 
that written administrative policies and procedures were helpful but just needed someone 
to guide them in relation to the benefits. 

In addition, another strength of the project resulted in the creation of a ministry 
administration policies and procedures manual for Gethsemane Missionary Baptist Church. 
This manual was created to help each leader and member comply with his or her ‘job and 
ministry descriptions that the mission of the church might be realized (Matt. 28:19-20; 


1 Cor. 10:31). 
How was the project received? 


From the beginning, the program was embraced positively by the leadership base 
as a whole. As God began adding to the church, it was evident that some consistent 
structure and instructions were needed to guide the church along. Also, the need for a 
written model of administration became evident when new ministries were started and/or 
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old ministries were enhanced. Leaders were very concerned about the redundancy of effort 
and apparent confusion of trying to get assignments completed. 

Thus, weekly meetings were held by the researcher as well as by the individual 
leaders to discuss the purpose and need for written job, ministry, policies and procedures. 
In those meetings as well as before each training session, the leaders were reassured both 
verbally and in written form that the administration model would be user friendly (easy to 
use) and non-threatening. 

One complication did occur during the process of implementation in reference to 
one of the leaders. It was discovered during the course of administering the Job 
Description Worksheet that this individual’s reading and writing skills were insufficient to 
complete the assignment without assistance. To avoid potential embarrassment, the 
researcher personally assisted the individual, completing the entire worksheet in one 
session. Also, elementary written language was used to make the completed worksheet 
even more user-friendly for that individual. Thus, this became a form of administrative 
discipleship for both learner and teacher; and allowed this member to further trust their 
pastoral administration. 


How could the project have been improved? 


There are four areas that, perhaps, could have helped to make the project more 
effective. As a whole, the questions asked were very well framed. The exceptions were 
questions 8 and 11. These two questions showed a noticeable decrease in correct answers 
when the Post-test was taken. According to the feedback from the class, the wording for 


both questions was too confusing. 
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The study, although thorough, only occurred for a brief period of time and 
therefore did not allow for studying the leaders over a longer period of time. 

This project did not include a detailed study on the importance of knowing one’s 
spiritual gift(s). Such a study results in being able to match individuals with particular gifts 
to comparable leadership and ministry positions. 

The scope of this project did not leave opportunity to include the forms 
management portion of the administrative process: Just as the administrative process is not 
complete without the control or evaluation steps, so is the administrative policies and 
procedures manual incomplete without the forms management category. The creation of 
the forms management module is a challenge the researcher is looking forward to 


completing in the very near future. 
Summary 


The leadership participants have communicated that they learned a lot about 
leadership, church administration and church growth principles by participating in this 
Project. I believe the leadership base was well represented by those who were extremely 
enthused about the project and those who were doubtful and unsure about what to expect. 
This enabled the enthused group to practice team leadership (team members coaching one 
another towards the goal of the organization) as discussed in the Church Staff Handbook 
by Harold J. Westing. 

Throughout this process, the members of GMBC were engaged in a form of 
discipleship which allowed them to not only gain invaluable biblical insight into God’s 
expectations of church leadership; but helped them to further bond with their pastor and 


his vision. 
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As a pastor, I saw during many teaching moments of this process a deep abyss of 
fear and anxiety become an oasis of understanding and enrichment as sound biblical 
principles took the place of simple ignorance. There has also been a greater confidence in 
church administration as a practice and now ministries are demanding excellence in all 
forms of ministry and administrative practice. 

The spiritual growth of the church has further been enhanced as ministries are now 
beginning to review their administrative practice alongside the pastor. Thus, the benefits of 
this project within the short term have been remarkable. The long-term benefits are yet to 
be seen because further study is needed in both Gethsemane and another ministry context. 

Overall, I feel the objective was accomplished regarding the project in the sense 
that it has caused most of the leaders who participated in the study to think more deeply 
about the administrative needs within Gethsemane. This project seemingly has also caused 
these leaders to consider more seriously their own gifts and leadership possibilities, as well 
as pay more attention to the less structured areas in the church’s ministry. Several have 
voiced their interest in taking on more responsibility in other areas of ministry where 
effective leadership is required. At the conclusion of the project, one of the comments that 
came out loud and clear was that more training seminars such as this are needed in the 


future. 
Other Learnings That Occurred 


As discussed earlier, the goal of the church administration is to move the church in 
a coherent, comprehensive and organized manner while coordinating all the resources in 
such a way that each contributes toward moving in the direction of the common goal—to 


realize the mission of the church. 
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Church administration is concerned with preaching, pastoral care, teaching, 
worship, Christian education, group meetings of all kinds, lay witnessing, financial 
matters, the outreach of the church, community issues, personal relationships within and 
without the church and a host of other matters. Church administration seeks to bring 
coherence into this myriad of activities through linking each to a common purpose and 
relating them in a mutually supportive way to one another.' For this reason it is imperative 
that the church administration model include the following steps in the administrative 
process: (1) Recognition of Need. The first step in the administrative process is the 
recognition that some real need related to the purpose of the church exists. Whatever the 
perceived need may be, it should be compared to the Activity, Program and Ministry 
Module (see Appendix) to evaluate the validity of the suggested need. 

(2) Planning. The second step in the administrative process is planning precisely 
how the recognized need will be met. Setting goals and objectives is done here. The 
development of strategies and how a particular issue is to be approached is also done at 
this stage. Plans must be communicated and implemented ina timely manner. One must be 
willing and able to plan alone as well as with other groups.” 

(3) Organizing. The third step in the administrative process is organizing the 
congregation to coordinate all activities in preparing to carry out the plan. This requires 
both knowledge of the details involved in the plan and a full understanding of the 
relationship of the particular plan to the basic purpose of the church. An effective follow- 
through system should be put in place to give appropriate and adequate attention to 


' Lindgren, Foundations for Purposeful Church Administration, 70. 
2 Tidwell, Church Administration, 55. : 
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incomplete details. The development of job descriptions, whereby the participants are 
informed as to how they are to relate one to another, is critical. 

(4) Directing. Following the completion of the plan of organization, the time 
arrives to begin actually carrying out the project. Directing is essential for effective 
administration because it is necessary for one to tell or teach others what to do. Dr. 
Tidwell says, “A good director can indicate what others are to do in the group endeavor in 
a manner which gets the job done and which reflects proper esteem for all persons,”3 
Directing is not to be confused with dictatorship, but should be done by the leading of the 
Holy Spirit. The goal is to stimulate people to get the task at hand completed in such a 
way that God is glorified in the process. 

(5) Controlling or Evaluating. A final step in the administration process is 
evaluating the work. This is a final step only for purposes of discussion. The other steps in 
the administrative process are to be taken chronologically in the order named (i.e., 
recognizing a need, planning, organizing, directing). Evaluation, however, is a continuing 
process, taking place simultaneously within each step of the administrative process. As 
every idea is considered, it is evaluated in relation to its contribution to the fulfillment of 
the mission of the church as well as to its feasibility for the local situation. As planning 
takes place and detailed organizational structure is developed, evaluation is constantly 
made by all the persons involved. Even the willingness or unwillingness of persons to 
work in the project is a form of evaluation. All expressions of concurrent evaluation 
should be encouraged. The more persons involved in the evaluation process throughout 


the project, the more effective the project is likely to be. 


3 Ibid. 
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In addition to a continuous evaluation of each project as it moves through the 
various steps in the administrative process, there should also be a separate evaluation 
made at the completion of the project. The purpose of this evaluation would be to measure 
the effectiveness of the activity, program or event in terms of achieving the mission of the 
church. 

Finally, I believe that the study could be expanded via Great Lakes District Baptist 
Association, Chain-Lake District Missionary Baptist Association, and the Wolverine State 
Baptist Convention of Michigan. Further, other target churches would be utilized to pilot 
projects within their communities related to the benefits of. developing a church ministry 
operations manual and policy and procedures. I am committed to exploring further 
research opportunities, faith-based models in general, and even church-based community 


economic development. 


APPENDIX A 
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Leader Position of Leadership Occupation Age | Attendance 
Chairman of Deacon i; 
1 Ministry/ Men Ministry/ Retired 50+ Present 
Van Ministry 
Food Services/ Food F 
2 Bank/ Pastor’s Aide Retired 50+ Present 
A T 
oe Retired 
3 Administrator iministrator 50+ Present 
4 Pastor’s Secretary Hurley Hospital | 40+ Present | 
) | Church Secretary Gethsemane 30+ Present 
6 | President — Male Chorus GM 40+ Present 
7 Trustee Ministry GM 40+ Present 
+ 
8 __| Prayer Leader Flint Schools | 40+ | Present 
9 | Director of Facilities Retired Chrylser | 70+ Present 
10 Nurses Retired 60+ Present 
11 Ushers Retired 60+ Present 
12 Security Ministry GM 50+ Present 
13 Mother Ministry Retired 60+ Present 
14 Music Ministry Foster Care 40+ Present 
15__| Youth Ministry Homemaker | 30+ | — Present 
16 _| Christian Education Retired Teacher | 50+ | Present 
agin Excused 
17 Academic Ministry GM/ Student 20+ At 
Evangelism/New Food Service/ 
18 Members Bible College | 20+ | Present 
| 
Wedding 
19 | Coordinator/Church Insurance | 40+ | Excused 
Clerk/Women Ministry peak 
20 Scholarship Ministry Retired GM 40+ Present 
21 | Floral Ministry Customer Service | 40+ Absent 
22 Custodial Ministry Retired GM 40+ Present 
is Excused 
23 Sound Ministry HS. Student 15 ‘ABuesite 
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24 Greeters Ministry Supervisor 30+ Present 
25 Puppet Ministry Retired 50+ | Present 
26 i Canta: if Reteed Bosinees: Tsoi.) pivot 
27 Caring Hands Ministry | Customer Service | 20+ | Excused 
28 Praise Worship Customer Service | 40+ | Present 
29 Greeter Social Worker | 30+ | — Present 
30 Usher Ministry GM 40+ | Present 
31 Choir HomeMaker | 30+ | Present 
32 Puppet Ministry Retired GM | 60+ | Present 
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PRE - TEST 
LEADERSHIP SURVEY 


Gethsemane Missionary Baptist Church 
Flint, Michigan 


In your opinion, what do you think should be in a purpose statement of a 
church? (circle one) 

The Pastor’s job description 

Bi-Laws and Church Constitution 

Biblically sound scriptures 

The reason church exists 

Whatever the church votes on 


eee op 


In your opinion, what is the most important purpose of the church? (circle one) 
To Save the Souls of People 

To be a Light to the World 

To Glorify God 

To feed the hungry 

To pray for the world 


eRe ee 


Please give your opinion, about what you think should drive or guide a church? 
(circle one) 

Tradition 

Pastor’s Personality 

Church Programs and/or Events 

Stewardship and Finances 


Purpose 


The church has many purposes, but what would you say is the primary purpose 
of the church? (circle one) 

Glorify the Lord Our God 

Love the Lord Your God with all your heart 

Love Your Neighbor as Yourself 

Go Make Disciples & Teach Obedience 

To Baptize New Believers 


i ee 


epee 


In your opinion, should the purpose statement of a church have a whole lot of 
words in it? (circle one) 
Yes or No 


In your opinion, does glorifying God mean not being preoccupied with His 
ways? (circle one) 
Yes or No 


10. 


11. 


13. 


14, 


15. 
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Would you say that Baptism creates fellowship with other believers? (circle 
one) 
Yes or No 


In your opinion, would you say that the church administration does not equip 
the church to be the church? (circle one) 
Yes or No 


In your opinion, which of the following is a resource that has to be 
administered through church administration? (circle one) 

human resources 

facilities 

finances 

spirituali 

All the above 


eae sp 


Would you say, that it is the church administration’s function to keep the 
purpose of the church visible before the people? (circle one) 
Yes or No 


In your opinion, do you think it is the pastor’s function to keep the purpose of 
the church visible before the people? (circle one) 
Yes or No 


In your opinion, which one is not a benefit or a result of written policy or 

administrative procedure? (circle one) 

a, Organize the relationships leaders have with one another 

b. They help every leader identify and clarify their role in ministry 

c. Keeps the purposes of the church and the energies of leaders focused and 
moving in the same direction. 

d. Create a clean heart in the servant 

e. Can help a church maximize its resources 


In your opinion, do you think a church is functioning appropriately within the 
guidelines of its mission statement even if no one knows who to go to for help? 
(circle one) 

Yes or No 


Would you say that if you have programs every week in the church it means 
that you are fulfilling your mission statement? (circle one) 
Yes or No 


In your opinion, if everyone is not happy, then this mean that the mission 
statement is not being fulfilled and that God is not being glorified? (circle one) 
Yes or No 


APPENDIX C 
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Finding God’s Purpose for Gethsemane 


Missionary Baptist Church 


1. What does the Bible say about the purposes of the local church? 
(As scriptures are studied focus attention on the following questions: Why does the 
church exist? What are we to be as a church? What are we to do as a church? How are 
we to do it?) 

a. Matthew 22:36-40; 28:18-20 

b. Mark 10:43-45 

c. [Cor. 10:31 
2. Summarize conclusions drawn from Scripture studies in a 


a, Purpose statements should be simple, clear and 


b. Purpose statements should be short enough to be remembered and passed on to 
others in the church. 

c. Purpose statements should allow the church ministries to be evaluated when 
compared to the statement. 

d. Summary Purpose Statement: Gethsemane Missionary Baptist Church exists 
to ——___ (Cor. 10:31) through loving the Lord and our neighbors 
(Matt. 22:37-40) by evangelizing people to Jesus, developing people to 
Christ-like maturity and equipping people for ministry in the church and world 
(Matt.28:19-20). 


3.There are 
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elements to God’s purpose for Gethsemane. 


a. Element One: To the Lord our God (I Cor. 10:31) 


a. Scripture uses “glory” in a variety of ways, but three meanings are most 


common. 

Three — To magnify or elevate, shedding radiance or splendor on another. 
What does it mean to glorify God? It means to magnify and elevate the 

Lord God as we diminish and deny ourselves. John the Baptist, who said, 
best illustrates this: “He must increase, but I must decrease” (John 3:30). 
Glorifying God means being occupied with and committed to God’s ways 
rather than with and determined to accomplish 


our Own ways. 


b. Element Two: To love the Lord with all your 


a. 


b. 


c. 


The word to describe this purpose is “worship”. We exhibit our love for 
God by worshiping Him. 
Worship comes before serving — Matt. 4:10. 


God is the only person we should worship — Ex. 34:14 


c. Element.Three: To love your neighbor as 


a. 


The word to describe this purpose is “ ”. The church exists 
to minister to people. The church is to minister to all kinds of needs: 
spiritual, emotional, relational, and physical. 

Providing resources like spiritual, emotional, relational and physical help to 
people will not go un-rewarded — Matt. 10:42. 


The church is to or believers for the work of the 


ministry — Eph. 4:12. 
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d. Element Four: To_____ and disciples 
a, The word to describe this purpose is “ ”, It is every 
Christian’s responsibility to share the Good News wherever we go. We are 
to tell the entire world about Christ’s coming, his death on Calvary, his 
resurrection, and his promise to return. 
e. Element Five: To new believers 
a. The word to describe this purpose is “ », Baptism 
identifies the new believer with the body of Christ. Believers are not called 
to live in isolation of others, but as members of the 
body of Christ. 
b. Baptism symbolizes not only ones identification with Christ but also with 


other . We have each other for support. 


f. Element Six: To believers to 
a. The word used to refer to this purpose is discipleship. The church exists to 
edify and God’s people. Discipleship is the process of helping 
people to become more like Christ in their thoughts, feelings, and actions, 
b. This process begins when a person is born again and continues throughout 
the rest of his life. - Col. 1:28. 
¢. God’s will for every believer is to be to maturity — Eph. 


4:12, 13 
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4. The foundation of Church Administration. 
a. Definition: Church Administration the church to be the church 


and to do the work of the church. It is the guidance provided by church leaders as 


they lead the church to use its ’ ’ 
and resources to move the church toward reaching its objectives 
and fulfilling its purpose. Church Administration enables the people of God who 
make up the church to become and do what they can become and do, by God’s 
grace, | 

b. Once a consensus understanding about the purpose of the church is met, this 

becomes the foundation, the centerpiece, and the backbone 

from which everyone must be guided. 

¢. It is an administrative responsibility to lead a church in this , and 
to keep it before the and as they do the work of the 


church, 


5.There are four benefits experienced when Gethsemane MBC embraces and 
implements written administrative policies and procedures: 
a. Written Administrative Policies and Procedures help every leader to 
and___ their role in ministry. In smaller contexts of 
ministry, it is very easy for leaders to over step the bounds of responsibility 


that rightfully belongs to someone else. Documented job descriptions, 


1 Charles Tidwell, Church Administration—Effective Leadership for Ministry, (Nashville, TN: 
Broadman & Holman, 1985), 27. 
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ministry descriptions, policies and procedures will help members clarify 


their purpose and to act upon it. 


. Written Administrative Policies and Procedures keeps the purposes of the 
church and the energies of the leaders and in the 

. Occasionally, leaders may get side tracked 
and move off the road of the ministry and effective administrative 
documentation will help guide misguided leaders back onto the right road. 
Administrative documents can serve as tremendous teaching and training 


tools. 


. Written Administrative Policies and Procedures the 
relationship leaders have one to another, which in turn helps move a church 
toward its objectives in light of its purpose. Part of the frustration in 
ministry, is who to go to for help and assistance in 
times of need. The larger the ministry the greater the potential frustration. 


. Written Administrative Policies and Procedures help can a church to 
its resources: spiritual, human, physical, and financial. 
Administration helps to provide effective controls and guidance, which 


helps to assure that resources are utilized for intended 
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Finding God’s Purpose for Gethsemane 


Missionary Baptist Church 


1. What does the Bible say about the purposes of the local church? 

(As scriptures are studied focus attention on the following questions: Why does 
the church exist? What are we to be as a church? What are we to do as a church? How 
are we to do it?) 

a. Matthew 5:13-16; 22:36-40; 28:18-20 
b, Mark 10:43-45 

c. Luke 4:18-19; 4:43-45 

d. John 4:23; 10:14-18; 13:34-35; 20:21 
e. Acts 1:8; 2:41-47; 4:32-35; 5:42; 6:1-7 
f. Romans 12:1-8; 15:1-7 

g. 1Cor. 10:31 

h. II Cor. 5:17-6:1 

i. Gal. 5:13-15; 6:1-2 

j. Eph. 1:22-23; 2:19-22; 3:6; 3:14-21; 4:11-16; 5:23-24 
k. Col. 1:24-28; 3:15-16 

1. I Thess. 1:3; 5:11 

m. Heb. 10:24-25; 13:7, 17 

n. I Peter 2:9-10 


o. I John 1:5-7; 4:7-21 
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2, Summarize conclusions drawn from Scripture studies in a sentence. 

a. Purpose statements should be simple, clear and not a whole lot of words. 

b. Purpose statements should be short enough to be remembered and passed on to 
others in the church. 

c, Purpose statements should allow the church ministries to be evaluated when 
compared to the statement. 

d, Summary Purpose Statement: Gethsemane Missionary Baptist Church exists to 
glorify God (I Cor. 10:31) through loving the Lord and our neighbors (Matt. 
22:37-40) by evangelizing people to Jesus, developing people to Christ-like 
maturity and equipping people for ministry in the church and world (Matt.28:19- 
20). 

3.There are six elements to God’s purpose for Gethsemane. 

a. Element One: To glorify the Lord our God (I Cor. 10:31) 

a. Scripture uses “glory” in a variety of ways, but three meanings are most 
common. 

b. One —A bright, shining light. The Shekinah glory, spoken of in Exodus 
40:34, is a good example. God led the Israelites through the wilderness 
with a pillar of cloud by day and of fire by night. But when the tabernacle 
was finished and His presence rested in the Holy of Holies, He took the 
form of a brilliant, blinding light. 

c. Two — A unique representation or distinctive appearance. 

InI Cor. 15:39-41, we find the word “glory” used of celestial bodies. 
Glory, in this passage, refers to the unique characteristics of every 
created thing. 


d. 
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Three — To magnify or elevate, shedding radiance or splendor on another. 
What does it mean to glorify God? It means to magnify and elevate the 

Lord God as we diminish and deny ourselves. John the Baptist, who said, 
best illustrates this: “He must increase, but I must decrease” (John 3:30). 
Glorifying God means being occupied with and committed to God’s ways 


rather than preoccupied with and determined to accomplish our own ways. 


b. Element Two: To love the Lord with all your heart 


a 


b. 


Cc 


The word to describe this purpose is “worship”. We exhibit our love for 
God by worshiping Him. 

Worship comes before serving — Matt. 4:10. 

God is the only person we should worship — Ex. 34:14 


c. Element Three: To love your neighbor as yourself 


a. The word to describe this purpose is “ministry”. The church exists to 


minister to people. The church is to minister to all kinds of needs: 
spiritual, emotional, relational, and physical. 

Providing resources like spiritual, emotional, relational and physical help to 
people will not go un-rewarded — Matt. 10:42. 

The church is to prepare or equip believers for the work of the ministry — 


Eph. 4:12. 


d. Element Four: To go and make disciples 


a. 


The word to describe this purpose is “evangelism”. It is every Christian’s 
responsibility to share the Good News wherever we go. We are to tell the 
entire world about Christ’s coming, his death on Calvary, his resurrection, 


and his promise to return. 
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b. Other verses stressing evangelism: Mark 16: 15, Luke 24:47-49, John 

20:21 and Acts 1:8. 
e. Element Five: To baptize new believers 

a. The word to describe this purpose is “fellowship”. Baptism identifies the 
new believer with the body of Christ. Believers are not called to live in 
isolation of others, but as family members of the body of Christ. 

b. Baptism symbolizes not only ones identification with Christ but also with 
other Christians. We have each other for support. 


f. Element Six: To teach believers to obey 


a. The word used to refer to this purpose is discipleship. The church exists to 
edify and instruct God’s people. Discipleship is the process of helping 
people to become more like Christ in their thoughts, feelings, and actions. 

b. This process begins when a person is born again and continues throughout 
the rest of his life. — Col. 1:28. 

c. God’s will for every believer is to be discipled to maturity — Eph. 4:12, 13. 

Examining the earthly ministry of Jesus, one will discover that He used all six 
purposes or elements in his work (John 17). Luke uses all six purposes during the 
growing of the first church at Jerusalem in Acts 2:1-47. The early church glorified God 
through teaching each other, they fellowshipped together, they worshiped, they 
ministered, and they evangelized. Today our purposes are unchanged: The church exists 
to glorify God (I Cor. 10:31) through loving the Lord and our neighbors (Matt. 22:37-40) 
by evangelizing people to Jesus, developing people to Christ-like maturity and equipping 


people for ministry in the church and world (Matt.28:19-20). Even though each church 
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will differ in terms of the “methods” of accomplishing the six purposes, there is no 


substitute for the “function” of the purposes. 


4, The foundation of Church Administration. 

a. Definition: Church Administration equips the church to be the church and to do 
the work of the church. It is the guidance provided by church leaders as they lead 
the church to use its spiritual, human, physical, and financial resources to 
move the church toward reaching its objectives and fulfilling its purpose. Church 
Administration enables the people of God who make up the church to become and 
do what they can become and do, by God’s grace. ! 

b. Once a consensus understanding about the purpose of the church is met, this 
understanding becomes the foundation, the centerpiece, and the backbone from 
which everyone must be guided. 

¢. It is an administrative responsibility to lead a church in this understanding, and to 


keep it before the leaders and members as they do the work of the church. 


5.There are four benefits experienced when Gethsemane MBC embraces and 
implements written administrative policies and procedures: 

a. Written Administrative Policies and Procedures help every leader to 
identify and clarify their role in ministry. In smaller contexts of ministry, 
it is very easy for leaders to over step the bounds of responsibility that 
rightfully belongs to someone else. Documented job descriptions, ministry 


1 Charles Tidwell, Church Administration—Effective Leadership for Ministry (Nashville, TN: 
Broadman & Holman, 1985), 27. 
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descriptions, policies and procedures will help members clarify their 
purpose and to act upon it. 

b. Written Administrative Policies and Procedures keeps the purposes of the 
church and the energies of the leaders focused and moving in the same 
direction. Occasionally, leaders may get side tracked and move off the 
road of the ministry and effective administrative documentation will help 
guide misguided leaders back onto the right road. Administrative 
documents can serve as tremendous teaching and training tools. 

c. Written Administrative Policies and Procedures organizes the relationship 
leaders have one to another, which in turn helps move a church toward its 
objectives in light of its purpose. Part of the frustration in ministry, is not 
knowing who to go to for help and assistance in times of need. The larger 
the ministry the greater the potential frustration. 

d. Written Administrative Policies and Procedures help can a church to 
maximize its resources: spiritual, human, physical, and financial. 
Administration helps to provide effective controls and guidance, which 
helps to assure that resources are utilized for intended purposes. 

In summary, Church Administration exists to enable Gethsemane Missionary 
Baptist Church to fulfill its six-fold purpose: Gethsemane Missionary Baptist Church 
exists to glorify God (I Cor. 10:31) through loving the Lord and our neighbors (Matt. 
22:37-40) by evangelizing people to Jesus, developing people to Christ-like maturity and 
equipping people for ministry in the church and world (Matt.28: 19-20). Effective policies 
and procedures will help keep the purposes of the church in focus, while keeping 
individual responsibilities clear to leaders. The administrative documents will also help 
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keep all involved parties moving in the same direction, minimizing confusion and 
frustration. Finally, effective written administrative documentation will help maximize 
human, physical and financial resources by proving controls designed to ensure good use 


of resources. 
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POST - TEST 
LEADERSHIP SURVEY 


Gethsemane Missionary Baptist Church 
Flint, Michigan 


In your opinion, what do you think should be in a purpose statement of a 
church? (circle one) 

a. The Pastor’s job description 

b. Bi-Laws and Church Constitution 

c. Biblically sound scriptures 

d. The reason church exists 

e. Whatever the church votes on 


In your opinion, what is the most important purpose of the church? (circle one) 
a. To Save the Souls of People 

b. To bea Light to the World 

c. To Glorify God 

d. To feed the hungry 

e. To pray for the world 


Please give your opinion, about what you think should drive or guide a church? 
(circle one) 

a. Tradition 

b. Pastor’s Personality 

c. Church Programs and/or Events 

d. Stewardship and Finances 

e. Purpose 


The church has many purposes, but what would you say is the primary purpose 
of the church? (circle one) 

Glorify the Lord Our God 

Love the Lord Your God with all your heart 

Love Your Neighbor as Yourself 

Go Make Disciples & Teach Obedience 

To Baptize New Believers 


gs aoop 


In your opinion, should the purpose statement of a church have a whole lot of 
words in it? (circle one) 
Yes or No 


In your opinion, does glorifying God mean not being preoccupied with His 
ways? (circle one) 
Yes or No 


10. 


11. 


12. 


13. 


14, 


15. 
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Would you say that Baptism creates fellowship with other believers? (circle 
one) 
Yes or No 


In your opinion, would you say that the church administration does not equip 
the church to be the church? (circle one) 
Yes or No 


In your opinion, which of the following is a resource that has to be 
administered through church administration? (circle one) 

human resources 

finances 

spirituality 

All the above 
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Would you say, that it is the church administration’s function to keep the 
purpose of the church visible before the people? (circle one) 
Yes or No 


In your opinion, do you think it is the pastor’s function to keep the purpose of 
the church visible before the people? (circle one) 
Yes or No 


In your opinion, which one is not a benefit or a result of written policy or 

administrative procedure? (circle one) 

a. Organize the relationships leaders have with one another 

They help every leader identify and clarify their role in ministry 

c. Keeps the purposes of the church and the energies of leaders focused and 
moving in the same direction. 

d, Create a clean heart in the servant 

e. Can help a church maximize its resources 


a 


In your opinion, do you think a church is functioning appropriately within the 
guidelines of its mission statement even if no one knows who to go to for help? 
(circle one) 

Yes or No 


Would you say that if you have programs every week in the church it means 
that you are fulfilling your mission statement? (circle one) 
Yes or No 


In your opinion, if everyone is not happy, then this mean that the mission 
statement is not being fulfilled and that God is not being glorified? (circle one) 
Yes or No 
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GETHESEMANE BAPTIST CHURCH 
1258 E. HUMPHREY ST. 
FLINT, MICHIGAN 48505 
810-789-4131 


JOB/MINISTRY DESCRIPTION WORKSHEET 


NAME: DATE: 


POSITION TITLE: 


REPORT TO: 


PRIMARY FUNCTION: 

eS 
— 
———— 


— 
—————————— — 


SPECIFIC LIST OF RESPONSIBILITIES: 


GIFTS REQUIRED: 


LL 
—_— kk 


LENGTH OF SERVICE: 


COMMENTS: 


eeeeeeeeSeSSSSSSSSSSSSSSSSMMMMMMMMMssseF 
ees 
———eFeeeeSSSSSSSSSSSSSSSS——eFs 


TT 


APPENDIX H 
LEADERSHIP POSITION DESCRIPTIONS 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTIONS 
SECTION A 
SUB- SECTION SUBJECT MATTER PAGE 


1 

2 

3 

4 

5 

6 

7 

8 Personal Assistant to Pastor... 

9 Director of Adult Ministry 166 
10 Director of Children Ministry. 168 
11 Director of Christian Education 169 
12 Director of Evangelism.......... 171 
13 Discipleship and Outreach Coordinato: 173 
14 Minister of Music......... 174 
Is Director of Senior Adults. 176 
16 Director of Singles & College Ministry 178 
17 Director of Youth Ministry... 181 
18 Director of Choirs... 183 
19 Director of Counseling 185 
20 Director of Facilities... 186 
21 Director of Food Services. 188 
22 Grants and Fund Raising Coordinator........ 190 

2. Secretaries: 
23 Office Manager/Church Secretary 192 
24 Senior Pastor’s Secretary. 
25 
3. 
26 
27 
28 
29 
30 
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Facilities Supporting Staff: 


Secretaries and Other Office Support Staff: 


Minister General Qualifications... 212 

Deacon General Qualifications... 214 

Chairperson of Executive Church Council. 216 

217 

218 

219 

. 220 

. 221 

222 

223 

224 

225 

Evangelism & Outreach Coordinator .. 226 

Men’s Ministry Coordinator .... 228 

Sound & Lighting Technician . 229 

Church Wedding Coordinator 231 
Youth Leader Worker 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Senior Pastor 
Reports To: Executive Church Council 


Primary Function 
The Senior Pastor is responsible for providing vision and overall direction and 
administration of all church ministries, operations, programs and services; for providing 
leadership and nourishment for the church; and for using his spiritual gifts and skills in 
preaching and pastoral care in meeting the needs of persons in the church. 


Specific List of Responsibilities 
* Serve as the Staff Advisor on the Executive Church Council. 
+ Function as the chief administrator for the total church program. 


* Give oversight to the Ministries Council and Executive Church Council with other 
ministry leaders. 


* Proclaim the gospel to church members and the lost world. 


* Develop and monitor a plan for equipping the church body to perform works of 
ministry by the use of their spiritual gifts. 


. Lead the staff and the church in a caring ministry for persons in the church and the 
community. 


+ Lead or delegate the leadership of the congregational services; plan, coordinate and 
evaluate congregational services. 


* Preach in all worship services and arrange for someone else to lead in your absence. 
+ Serve as moderator in presiding over congregational meetings. 


+ Recommend and advise on the selection of all staff members and in determining their 
duties. 


* Give supervision to other members of the church staff according to the staff 
organizational structure set forth in the Organizational Chart of staff leadership. 
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Plan for and provide leadership in the observance of church ordinances. 


Conduct funeral services and wedding ceremonies, as he is able, sharing and delegating 
to others on the staff responsibilities in this area. 


Counsel with and assist in training deacons and ministry leaders for their 
responsibilities. 


Serve as ex-officio member to all church councils, committees and ministry teams. 


Other general responsibilities: 


a 


Cooperate with the Executive Church Council and other staff members in 
promoting the entire ministry plan of Gethsemane MBC. 


Be available for counseling of church and nonchurch members as needed. 


Give full support to the Unified General Operating Budget of Gethsemane MBC 
and avoid soliciting or expending funds not previously authorized. 


Basic personal responsibilities: 


a 


Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


Maintain proper priorities in your home and be the spiritual leader to your wife and 
children. 


Develop personal evangelism opportunities within and outside the church. 


Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


Perform other duties as mutually agreed upon by the Pastor and Executive Church 
Council. 
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GETHSEMANE MBC 
LEADE) POSITION DESCRIPTION 
Position Title: Chairman of Deacon Ministry 
Ministry: Deacon Ministry 
Reports To: Pastor 
Primary Function 


The Chairman of the Deacon Ministry is primarily responsible for the continued 
development and enhancement of the Deacon Fellowship. 


Specific Duties and Responsibilities 


The Chairman of the Deacon Ministry will be selected by the Pastor. His term of service 
will be for a one-year calendar period. The specific duties and responsibilities of this 
Position are as follows: 


* Fulfill the principal function and qualifications of a Deacon, as defined in the Deacon 
Leadership Position Description. 


+ Asneeded, communicate to the Senior Pastor the general condition of the Deacon 
Fellowship Ministry, and any specific problems that might require their attention. 


* Plan and coordinate the monthly deacons meetings, These meetings serve as a time to 
instruct, direct, support, and encourage the deacons as a group. During these 
meetings, individual deacon duties and responsibilities, as listed in the Deacon 
Leadership Position Description, will be continually reviewed to make sure that each 
deacon is accomplishing his tasks in an effective, efficient, and timely manner. 


* Coordinate assignments of responsibilities to individual deacons, and oversee the 
ultimate completion of special requests made by the Pastor, Executive Church Council 
and/or ministerial staff. 


* Provide a monthly status report on the process of the Deacon Fellowship Ministry at 
Pastor’s regularly called meeting. 


* Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


«Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


+ Perform any other duties related to this ministry that may be assigned by the Pastor. 


GETHSEMANE MBC 


TION DESC: 10 


Position Title: Associate Minister 
Reports To: Senior Pastor 


Primary Function 


The Associate Minister is responsible to assist the Senior Pastor with ministerial and 
support needs as they arise. 


Specific List of Responsibilities 


* Inthe absence of the Senior Pastor, oversee and lead worship services, and other 
ministerial needs as they arise. 


+ Research materials for the Senior Pastor as requested. 


* Conduct weddings and funerals for church members as requested by the Pastor. 
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* Oversee hospital, rest home and home visits for church members and church member 


visit requests. 
* Oversee the Prayer Ministry of Gethsemane MBC. 
* Teach and preach as assigned. 
¢ Other general responsibilities: 


a. Cooperate with the Senior Pastor, Executive Church Council and other staff 
members in promoting the entire ministry plan of Gethsemane MBC. 


b. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


c. Maintain proper priorities in your home and be the spiritual leader to your wife and 


children, if married. 
d. Develop personal evangelism opportunities within and outside the church. 


e. Financially support the works of ministries of Gethsemane by faithfully giving at 


least 10% of your gross income. 


* Perform other duties as assigned by the Pastor Stewart. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Church Administrator 


Reports To: Senior Pastor 


Primary Function 


The Church Administrator is responsible for assisting the church ministry organization in 
planning, conducting and evaluating a comprehensive administration program and 
providing leadership. Lead the church in planning, conducting, and evaluating a 
comprehensive plan of business operations for the church. Direct oversight will consist of 
financial, personnel, facilities, food service and computer operations of the church. 
Responsible to the Senior Pastor for all long-range financial matters and to establish 
church-wide financial and administrative objectives, policies, programs, and practices 
which ensure the church of a continuously sound financial structure. Controls the flow of 
cash through the Church and maintains the integrity of funds and valuable documents. 


Specific List of Responsibilities 


Pastoral 


* Prepare Senior Pastor's correspondence: routine, confidential, and dictated. 
* Prepare and edit all manuscripts ftom the Pastor’s office which are to be published in 
the weekly church newsletter, Sunday Bulletin, denominational papers, etc. 
Q Edit, Review and Approve all Gethsemane correspondence for public viewing 
or hearing before submission (see Responsibilities for Secretaries) 


*  Transcribes, edits and prepares Pastor's sermons and other messages, speeches or 
presentations. 


* Prepare weekly column for church newsletter and news releases as requested. 
Financial 


* Coordinate the recommendation of the annual budget for approval by the Finance 
Committee (Trustees). 
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Manage the cash-flow position of the church. Responsibility includes authority to 
establish credit and collections and purchasing policies and to establish schedules for 
the payment of bills and financial obligations. 


Responsible for the preparation of monthly financial statements and review with the 
Finance Committee (Trustees) and Pastor Stewart. 

Maintain relationships with financial institutions in conjunction with the Executive 
Church Council, administer banking arrangements and loan agreements, and invest the 
church's assets as approved by the Finance Committee (Trustees). 


Responsible for all accounting functions including: accounts payable and receivable, 
payroll, capital expenditures, building fund maintenance, cash management, loans, 
audits, internal accounting controls and support the Chairman of the Finance 
Committee (Trustees). 


Serve as church purchasing agent. 


Develop recommendations to implement financial procedures in accordance with 
policies approved by the Finance Committee (Trustees) and the Church. 


Work with the Trustees and Pastor in promoting the annual stewardship program of 
the Gethsemane MBC. Promote a year round stewardship emphasis. 


Responsible for the writing, issuing and annual updating of all policies, 


Work with the Internal Audit Committee in planning and assisting the external auditors 
in performing their annual year-end audit. 


Personnel 


Supervise clerical personnel and prepare appropriate employee appraisals as directed 
by the Executive Church Council and the Pastor. 


Supervise maintenance personnel, preparing appropriate employee appraisals as 
directed by the Personnel Committee. 


Maintain all personnel files in accordance with church policy as well as federal, state 
and local laws. 


Assist the ministerial staff in balancing the clerical workload. 


Legal 


. 


Ensure compliance of all applicable governmental regulations and requirements. 
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* Coordinate, research, and evaluate financial commitments and contracts and ensure 
compliance. 


* Work with the church's legal council should any legal action is brought against the 
church. 


Faciliti 


+ Periodically evaluate the insurance needs of the church, in cooperation with the 
Trustees. 


* Maintain an inventory of church property and equipment. 

Other Duties 

+ Ensure the preparation of position descriptions for each committee and ministry team. 
* Supervise the data processing functions of the church. 

* Other general responsibilities: 


a. Cooperate with the Pastor, Deacons and Executive Church Council and other staff 
members in promoting the entire ministry plan of Gethsemane. 


b. Be available for counseling of church and nonchurch members as needs arise, 
* Basic personal responsibilities: 


a. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


d. Financially support the works of ministries of Gethsemane by faithfully giving at 
least 10% of your gross income. 


* Perform other duties as assigned by the Senior Pastor. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 


Position Title: Director of Mother’s Ministry 
Reports To: Chairman of Deacon / Pastor 


Primary Function 


Responsible for overseeing and providing leadership to Mother’s Ministry of Gethsemane 
MBC. 


Specific List of Responsibilities 


= Coordinate spiritual support to the overall ministry of the church amongst the 
Mother’s of Gethsemane. 


= Act as the liaison between the desires of the Mothers and the Leadership of the 
church, 


= Ensure the ministry objectives of Gethsemane MBC are understood and carried 
out in spirit within the Mother’s Ministry. 


= Represent Mothers at various leadership meetings. 
* Ensure Mothers of the church participation throughout the calendar year. 


* Ensure a system is in place to account for the well being of the Mothers each 
week. 


= Physical needs —- food, clothing, shelter 

= Financial needs — Personal 

* Spiritual needs — Prayer, Bible Study, Pastor 
* Perform other duties as instructed by the Pastor. 


* Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 


Position Title: Church Greeter 
Reports To: Church Administrator 


Primary Function 


To assist Gethsemane members and guest in feeling welcomed to the ministry services at 
Gethsemane Missionary Baptist Church in a godly and kind posture. Psalm 84:1, 10; 1 
Chron. 9:19; Rom. 15:7; Rom. 12:10; Rom. 16:16; 2 Cor. 13:12; Col. 3:23-24; 


Specific List of Responsibilities 


Must show Christian kindness to all who come through the doors. 
* Many people who walk through the doors are coming in emotionally down. 


Must appear organized and friendly towards members and guests as they arrive 
and depart from the church. 


Act as a ready reference tool for the church. 
= Must be knowledgeable about the various ministries of the church in order to 
answer questions by members and guests. 


Display human kindness 

To New People who may feel strange and don’t know their way around 
To the elderly 

To Children 

To Mothers with babies in their arms and toddlers at their sides 

To people who show up regularly at the same time 

To people who have physical challenges 

To people who difficult to love 


Maintain adequate supply of visitor’s welcome cards. 

= When supply runs low, request additional supplies from Director of Ushers 
and/or Church Secretary. 

Maintain a clean, orderly and neat Foyer. 

Procure and maintain health room supplies. 

Perform other duties as instructed by the Pastor. 

Maintain a vital and growing personal walk with the Lord through committed 

Bible study, prayer and meditation. 


Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 
L E POSITION DESCRIPTION 
Position Title: Director of Pastor’s Aide Ministry 
Reports To: Senior Pastor 


Primary Function 
Responsible for encouraging and ensuring that the Pastor’s overall ministerial needs are 


met. This includes assisting the Pastor in developing spiritually, educationally, physically 
and socially. Exodus 14:13; Acts 27:22; I Cor. 16:18. 


Specific List of Responsibilities 


= Plan, organize, direct and evaluate a comprehensive ministry to aide the Pastor in 
such a way that he can concentrate more fully on the spiritual matters of the 
church. This includes: 
1. Pastor Aide Programs 
2. Pastor Aide Love Offerings 
a. Second Sundays 
b. Special Days 
1. Pastoral Anniversaries 
a. The entire church should take part in this occasion, but should 
be primarily organized through the Pastor’s Aid Ministry 
b. Other ministries can take a greater role in overseeing the 
Pastor’s Anniversary. 
1. Denomination Conventional participation 
"Recruit and train other men and women to join the Pastor’s Aide Ministry. 


* Responsible for assigning individuals to make congregational appeals on behalf of 
the ministry for Pastor’s Love Offering, 


"Meet with Pastor’s Aide Ministry members on a monthly basis for planning 
purposes. 


"Maintain Pastoral confidentiality. 
" Perform other duties as instructed by the Pastor. 


* Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Personal Assistant to Pastor 
Reports To: Director of Pastor’s Aide 


Primary Function 
Responsible for overseeing Pastor’s ministerial necessities in relation to Sunday Morning 
Worship, including prayer, preaching and meditation. Responsible for assisting the Pastor 
in preparation before and after the preaching moment. I Sam. 14:6-17; Judges 9:54; 2 
Sam. 18:15. 
ific List of Responsibiliti 


"Ensure adequate preparation time is allotted to the Pastor and guest preachers for 
prayer and meditation before worship. 


"Keep office traffic to a minimum 15 minutes before worship service commences. 
* Assist the Pastor and guest preachers with preaching robe attire when desired. 


* Assist the Pastor and guest preachers to the pulpit at the moment of worship or 
prior to the preaching moment. 


* Maintain an adequate supply of refreshments for the Pastor and guest preachers. 
* Perform other duties as instructed by the Pastor. 


* Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Minister of Adults 
Reports To: Christian Education Director 
Primary Functio 
The function of the Minister of Adults is to provide a balanced program of ministry to 
Adults through program organizations and special ministries. 
Specific List of Responsibilities 
Pastoral Duties 
* The Adult Minister will perform pastoral duties as assigned by the Senior Pastor (such 
as staff visitation, weddings, funerals, counseling, participation in worship services, 
etc.) and will be directly responsible to the Senior Pastor for these assignments. 
Program Ministries 


* Enlist, train and advise education leaders in Sunday School, Discipleship Programs and 
Mission Education Programs. 


+ Provide, guide and direct on-going training programs for Adult Leadership. 


* Cooperate with and support the church program of visitation by personal participation 
and enlistment of Adults and Adult Leaders. 


+ Advise leaders in the use of program materials, equipment, supplies and space, keeping 
abreast of trends for an effective Adult Ministry. 


* Conduct leadership training for new workers and refresher training for experienced 
workers through the church and encourage leaders to participate in associational, state 
and convention programs designed to improve their skills. 


+ Provide leadership to develop a measured level of proficiency in Bible knowledge and 
Bible doctrine for both leaders and adults. 


° Provide family ministry programs designed to create, strengthen, and guide adults in 
Christian Family Life Development. 
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* See that all programs of the church are communicated to Adults with emphasis on 
programs and opportunities designed specifically for adults. 
Counseling 
* Counsel with Adults and Adult Leaders concerning their salvation, daily walk with the 
Lord, spiritual gifts, skills, abilities, and unique contributions of ministry possible to 
the Lord through His Church. 


¢ Counsel Adults as needed to provide direction and support in family and marriage 
needs, referring complex issues to the Senior Pastor. 


Special Projects 
+ Work directly with Adults in special projects such as: 
a. Plan and direct retreats, conferences, fellowships, discussion groups and other 
creative projects designed to contribute to the meaningfulness of Adulthood, 
* Other general responsibilities: 


a. Cooperate with the Senior Pastor, Executive Church Council, and other staff 
members in promoting the entire ministry plan of Gethsemane. 


b. Be available for counseling of church and nonchurch members as needs arise. 
* Basic personal responsibilities: 


a, Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


b. Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


* Perform other duties as assigned by the Minister of Education. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Director of Children’s Ministry 
Reports To: Director of Christian Education 


Primary Function 


The Director of Children’s Ministry is responsible for assisting church program 
organizations to develop a comprehensive education program for grades 1-6. 


Specific List of Responsibilities 


¢ Conduct special training projects for grades 1-6 workers in proper relationship to the 
church training program. 


+ Advise in the use of program materials, equipment, supplies, and space by grades 1-6 
in all church program organization. 


¢ _ Assist with planning and conducting special projects for grades 1-6 program orga- 
nization groups. 


* Work with organization leaders to coordinate visitation for grades 1-6 division, and 
lead workers to visit prospects and absentees. 


* Work with program leaders and teachers and appropriate staff members to resolve 
philosophical, procedural, and scheduling problems in grades 1-6 division. 


* Other general responsibilities: 


a. Cooperate with the Senior Pastor and Executive Church Council and other staff 
members in promoting the entire ministry plan of Gethsemane. 


* Basic personal responsibilities: 


a. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


b. Financially support the works of ministries of Gethsemane by faithfully giving at 
least 10% of your gross income. 


+ Perform other duties as assigned by the Director of Christian Education. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Director of Christian Education 


Reports To: Senior Pastor 


Primary Function 
The Director of Christian Education is responsible for assisting the church program 
organization in planning, conducting and evaluating comprehensive Christian educational 
programs and providing leadership. 


Specific List of Responsibilities 


* Lead the church in planning, conducting and evaluating a comprehensive program of 
Christian education. 

* Serve as educational resource person and advisor to the leaders of the following 
church program and service organizations: Sunday School, Discipleship Training, 
Men's and Women's ministries. Coordinate and unify the various organizations to 
avoid conflict, duplications and overlapping. 


¢ Develop special education and training projects for various age groups within the 
congregation. 


* Lead the church Sunday School Ministry Team to be aware of the educational and 
curriculum materials available and lead then to choose the most suitable. 


* Guide in the selection, enlistment, and training of workers. 

+ Recommend suitable educational building space and equipment 

¢ Develop and administer an Outreach visitation program. 

+ Direct the Sunday School Council in their leadership for the Sunday School. 


* Coordinate, with the Director of Christian School, the ministry and operations of the 
school with the ministry of Gethsemane. 


+ In consultation with the leaders of the church program and service organizations 
formulate and annual budget to be recommended to the Budget Planning Committee. 
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Other general responsibilities: 


a. Cooperate with the Senior Pastor, Executive Church Council and other staff 
members in promoting the entire ministry plan of Gethsemane. 


b. Supply articles on a periodical basis for use in Gethsemane publications relating to 
your responsible area of ministry. 


Basic personal responsibilities: 


a. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


b. Financially support the works of ministries of Gethsemane by faithfully giving at 
least 10% of your gross income. 


Assist the Pastor and Church Administrator in other areas of work, as requested, 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Director of Evangelism 
Reports To: Senior Pastor 


Primary Function 


The Director of Evangelism is responsible for assisting the church in planning, conducting, 
and evaluating a comprehensive Evangelism Ministry. 


Specific List of Responsibilities 
* Teach and lead Evangelism classes 
« Work with other Gethsemane ministers in teaching and leading Evangelism classes for 
other age groups (i.e. youth, singles, etc.) as a part of summer missions, tour groups, 
discipleship seminars, etc. 


* Teach Evangelism clinics that will be offered to pastors, staff and lay people in the 
local area and/or churches within the state. 


* Teach workshops, updates and retreats for Evangelism participants to motivate and 
maintain excellence in the equipping ministry. 

* Work with the Pastor for new Christians and members of the church. This will include 
seminars, materials, Bible study groups and any other methods necessary to expedite 
the growth of Christians in the image of Christ. 


* Direct volunteers in alter counseling, workshops and updates to motivate and maintain 
excellence. 


* Other general responsibilities: 


a. Cooperate with the Senior Pastor, Executive Church Council and other staff 
members in promoting the entire ministry plan of Gethsemane. 


b. Be available for counseling of church and nonchurch members as needs arise. 


c. Supply articles on a periodical basis for use in Gethsemane publications relating to 
your responsible area of ministry. 
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+ Basic personal responsibilities: 


a. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


b. Develop personal evangelism opportunities within and outside the church. 


c. Financially support the works of ministries of Gethsemane by faithfully giving at 
least 10% of your gross income. 


¢ Perform other duties as assigned by the Pastor. 
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GETHSEMANE MBC 


EADERSHIP POSITION DESCRIPTION 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Discipleship and Outreach Coordinator 
Reports To: Minister of Evangelism/ Senior Pastor 


Primary Function 


This position is to lead in the development of new members and to help integrate them 
into the life of the church through successful completion of the new members orientation 
class, Additionally, this position will help new members discover their spiritual gift(s) to 
be utilized within the body of the Gethsemane church. 


Specific List of Responsibilities 


New Members Orientation 

* Coordinate and maintain new members listing for completion of new members class. 
Maintain log in sheet 

Ensure each member completes each section of the new member orientation 
Greet each new member each week 

Keep Pastor informed on who has not completed orientation 
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* Other general responsibilities: 


a. Cooperate with the Senior Pastor, Executive Church Council and other staff 
members in promoting the entire ministry plan of Gethsemane. 


b. Be available for counseling of church and nonchurch members as needs arise. 


c. Supply articles on a periodical basis for use in Gethsemane publications relating to 
your responsible area of ministry. 


* Basic personal responsibilities: 


a. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


b. Financially support the works of ministries of Gethsemane by faithfully giving at 
least 10% of your gross income. 


* Perform other duties as assigned by the Senior Pastor. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 


Position Title: Minister of Music 
Reports To: Senior Pastor 


Primary Function 


The Minister of Music is responsible for assisting the church in planning, conducting, and 
evaluating a comprehensive Music Ministry. 


Specific List of Responsibilities 
* Direct the planning, coordination, operation, and evaluation of a comprehensive Music 


* Coordinate the church Music Ministry with the calendar and emphases of the church. 


* Work with the Music Ministry Team in determining music ministry goals, 
organization, leadership and administrative process. 


* Assist the Senior Pastor in planning congregational services of the church and be 
responsible for the selection of the music. 


* Be aware of weddings and funerals to be held in the church, be available for counsel 
and arrange and provide music for special projects, ministries, and other church- 
related activities in cooperation with appropriate individuals or groups. 


+ Direct music groups and congregational singing through the utilization of the Worship 
Leader. 


* Be responsible for enlisting and training leaders for the church Music. 

* Supervise the work of all music leaders in the Music Ministry. 

* Work in cooperation with the appropriate persons in selecting, enlisting, training, and 
counseling with song leaders, accompanists, and other musicians who serve in church 
program organizations. 

* Coordinate which groups/choirs will minister at Gethsemane and outside Gethsemane. 

* Supervise maintenance of and additions to music library and equipment; provide music 


materials, supplies, instruments, and other music equipment for use in the church's 
program. Budget compliance will be required. 
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Keep informed on current music methods, materials, promotion and administration, 
utilizing them where appropriate. 


Coordinate the training and use of instrumentalists and vocalists in groups or as 
individuals. 


In consultation with the Music Ministry Team prepare an annual budget to be recom- 
mended to the Budget Planning Committee. 


Other general responsibilities: 


a. Cooperate with the Senior Pastor, Executive Church Council and other staff 
members in promoting the entire ministry plan of Gethsemane. 


b. Supply articles on a periodical basis for use in Gethsemane publications relating to 
your responsible area of ministry. 


Basic personal responsibilities: 


a, Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


b. Financially support the works of ministries of Gethsemane by faithfully giving at 
least 10% of your gross income. 


Perform other duties as assigned by the Senior Pastor. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Director of Senior Adults 
Reports To: Director of Christian Education 


Primary Function 


The function of the Director of Senior Adults is to provide a balanced program of ministry 
to all Senior Adults through program organizations, special ministries, and pastoral duties. 


Specific List of Responsibilities 
Pastoral Duties 
* The Director of the Senior Adult Ministry will perform pastoral duties as assigned by 
the Director of Christian Education (such as staff visitation and participation in 


worship services, etc.). 


P Ministri 


+ Enlist, train and advise education leaders in Sunday School, Christian Development, 
and Mission Education Programs. 


+ Provide, guide and direct on-going training programs for Senior Adult Leadership. 


* Cooperate with and support the church program of visitation by personal participation 
and enlistment of Senior Adults and Senior Adult leaders. 


+ Advise leaders in the use of program materials, equipment, supplies and space, keeping 
abreast of trends for an effective Senior Adult Ministry. 


* Conduct leadership training for new workers and refresher training for experienced 
workers through the church and encourage leaders to participate in associational, 
state, and convention programs designed to improve their skills. 


* Provide leadership to develop a measured level of proficiency in Bible knowledge and 
doctrine for both leaders and Senior Adults. 


* A priority of the Director of the Senior Adult Ministry is to see that all Senior Adults 
have been presented with the plan of salvation. 


* See that all programs of the church are communicated to Senior Adults with emphasis 
on programs and opportunities designed just for senior adults. 
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Counseling 


* Counsel with Senior Adults and Senior Adult Leaders concerning their spiritual gifts, 
skills, abilities, and unique contributions of ministry possible to the Lord through His 
Church. 


+ Counsel with Senior Adults concerning their lifestyles, giving emphasis to the 
developmental needs of social isolation and loneliness, living patterns, social needs, 
declining physical abilities, loss of spouse, personal care, and death. 


Special Proj 
* Work directly with Senior Adults in special projects such as: 


a. 


Plan and direct retreats, conferences, fellowships, discussion groups and other 
creative project designed to contribute to the meaningfulness of Senior Adulthood. 


Schedule and accompany Senior Adults in periodic mission trips and recreational 
outings. 


Maintain information on all social services available to Senior Adults through the 
church, and local, state and federal governments. 


* Other general responsibilities: 


a. 


Cooperate with the Senior Pastor, Executive Church Council and other staff 
members in promoting the entire ministry plan of Gethsemane. 


Be available for counseling of church and nonchurch members as needs arise. 


Supply articles on a periodical basis for use in Gethsemane publications relating to 
your responsible area of ministry. 


* Basic personal responsibilities: 


a 


Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


Financially support the works of ministries of Gethsemane by faithfully giving at 
least 10% of your gross income. 


* Perform other duties as assigned by the Director of Christian Education. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 
Position Title: Director of Singles and College Ministry 
Reports To: Director of Christian Education/ Senior Pastor 


Primary Function 
The Director of Singles and College Ministry is responsible for providing leadership in 
developing philosophy/goals, planning, organizing, implementing and evaluating a 
comprehensive program for this age group. 
Specific List of Responsibilities 
Singles Oversight 
+ Provide leadership in coordinating and interweaving the Single Adult Ministries with 
the overall mission of the church. 


* Provide leadership in the development of a personal ministry to the single adults and to 
lay leadership/resource personnel (i.e. teachers, counselors, helpers, etc.). 


+ Provide leadership to create awareness of Single Adult Ministry programs and needs 
among staff, Sunday School ministries, Executive Church Council and the entire 
Gethsemane family. 

+ Provide leadership in coordinating and/or delegating specific single adult ministries. 


* Provide leadership in scheduling and coordinating seminars such as, Divorce 
Recovery, Blending Families, Prayer, Personal Evangelism, etc. 


* Provide leadership for regular weekday ministries and programs for the single adult. 


+ Provide leadership in recruiting and nurturing resource personnel for evangelizing, 
nurturing, and meeting the needs of single adults. 


* Provide leadership in maintaining records and the responsibility list for single adults. 


* Provide leadership on organizing and training single adult leadership councils for 
various groupings (i.e., young single, formerly married, older singles, etc.). 


+ Supervise and provide for single adult Sunday School classes. 
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+ Supervise the writing and/or editing of a newsletter to single adults. 
* Teach in the Sunday School where needed and advisable. 
* Shepherd and counsel with single adults. 


+ Provide leadership to develop a measured level of Bible knowledge and Baptist 
doctrine for both leaders and Single Adults. 


* Provide for the training of leaders and Single Adults in personal evangelism. 
Work directly with Single Adults in special projects 


*  Planand direct retreats, fellowships, discussion groups and creative projects to 
develop the Single Adults. 


* Guide Single Adults into opportunities for growth and development through 
enlistment for service in on-going church programs. 


* Counsel Single Adults as needed in their encounters with major decisions in life, 
including spiritual decisions, vocational choices, philosophy of life, education choices, 
relationship to others and choice of a life partner. 

College and Career Oversight (in cooperation with single ministry tasks) 

* Work closely with all ministers of Gethsemane and coordinate all activities with the 

Ministers of Youth and Recreation. 


* Be responsible for one activity each month on Friday or Saturday night for the college 
and career singles. 


* Have at least two correspondence communications with the college and career singles 
every 4 months. 


Other Responsibilities 
+ Other general responsibilities: 


a. Cooperate with the Senior Pastor, Executive Church Council and other staff 
members in promoting the entire ministry plan of Gethsemane. 


b. Be available for counseling of church and nonchurch members as needs arise. 
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c. Supply articles on a periodical basis for use in Gethsemane publications relating to 
your responsible area of ministry. 


Basic personal responsibilities: 


a. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


b. Financially support the works of ministries of Gethsemane by faithfully giving at 
least 10% of your gross income. 


Perform other duties as assigned by the Director of Christian Education. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Director of Youth Ministry 


Reports To: Director of Christian Education 


Primary Function 
Plan, administer, coordinate, supervise and evaluate a comprehensive and active Youth 
Ministry of Gethsemane Missionary Baptist Church. 
Specific List of Responsibilities 

* To provide Bible study for senior high students. 

* To provide for the Wednesday night programming which involves approximately 1 
hour. This time is spent in spiritual growth activities such as, singing, sharing and 
creative games and activities. This time includes a devotional message or Bible study. 

* To plan and provide activities and outings for youth to meet their social needs. It is 
important that the Director of Youth has sufficient workers to help supervise these 
social activities. 

+ Plan and coordinate annual trips, such as, Youthfest, Six Flags, District Camp, etc. 

¢ It is understood that a great deal of time will be spent with the senior high kids on a 
one-to-one basis, building relationships, strengthening self esteem and encouraging 
senior high kids to really become established as Christian believers. 


* To make calls on kids when they are in a hospital or in other primary moments in their 
lives. 


¢ Other general responsibilities: 


a. Cooperate with the Senior Pastor, Executive Church Council and other staff 
members in promoting the entire ministry plan of Gethsemane. 


e. Supply articles on a periodical basis for use in Gethsemane publications relating to 
your responsible area of ministry. 


¢ Basic personal responsibilities: 
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a. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


d. Financially support the works of ministries of Gethsemane by faithfully giving at 
least 10% of your gross income. 


Perform other duties as assigned by the Director of Christian Education. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Director of Choirs 


Reports To: Minister of Music 


Primary Function 
Plan, conduct, and evaluate a program of music appreciation and training for members of 


designated choirs. Lead in development of worship aspect of music. Periodically, lead the 
choir in assisting the Senior Pastor in the conduct of worship services. 


Specific List of Responsibilities 


¢ Plan, conduct, and evaluate a program of music appreciation and training for members 
of the designated choir. 


* Plan and conduct scheduled choir rehearsals. 
* Coordinate music selection with the Minister of Music. 
* Lead and direct assigned musical ensembles and groups. 


¢ Assist the Minister of Music in planning and conducting special musical presentations 
such as Easter and Christmas pageants, youth choir tours, ete. 


* When required, recruit, train, and supervise to help in the administration of the choir. 


* Ascoordinated by the Minister of Music, periodically lead the choir in the conduct of 
music portion of worship services. 


+ Other general responsibilities: 


a. Serve at a middle management level, which demonstrates a high degree of loyalty 
to the minister and ministry for which you support. 


b. Be creative in developing new opportunities of ministry. 


c. Supply articles on a periodical basis for use in Gethsemane publications relating to 
your responsible area of ministry. 


Basic personal responsibilities: 


a. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


b. Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


Assist the Minister of Music in other related areas. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Director of Counseling 


Reports To: Pastor/ Chairman of Deacon Ministry 


Primary Function 


To provide leadership in directing the Counseling Center in a manner that reflects a 
personal ministry and a professionalism that is respected by the church staff and 
professionals who refer clients. 
Specific List of Responsibilities 
* To counsel people from our church (as directed by the Pastor) and community who 
have a variety of needs and to counsel referrals from the staff that cannot be seen on a 
timely basis. 
a Pre-Marital Counseling 
a Marital Counseling 
a Family Counseling Referral 


Q Individual Counseling 
a Emergency Counseling 


* To bea resource person for the Gethsemane in such areas as seminars, Sunday School, 
special ministry groups. 


* To bea liaison with community services in order to provide appropriate referrals for 
special concerns. 


* Other general responsibilities: 
a. Supply articles on a periodical basis for use in Gethsemane publications relating to 
your responsible area of ministry. 
¢ Basic personal responsibilities: 


a. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


b. Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


+ Perform other duties as assigned by the Pastor and Chairman of Deacon Ministry. 


GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 


Position Title: Director of Facilities 


Reports To: Church Administrator 


Primary Function 
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The Director of Facilities is responsible for the care and use of all church owned or leased 


facilities, which, at the present time, include the following properties: all buildings, 
grounds, equipment, furnishings and vehicles. 


Specific List of Responsibilities 


* Direct the following facilities management programs of the church: 


Maintenance 

Housekeeping 

Building Security 

Grounds 

Parking 

Vehicles 

* Recommend purchase of needed equipment and other improvements pertaining to 
property and equipment. 


* Follow a schedule of preventive maintenance of all equipment and facilities. 


Pepogp 


+ Assist the Church Administrator in developing and monitoring operational policies 
regarding church facilities, 


* Follow a plan of inspection to maintain all facilities and equipment. 


* Work with fire, police and other public officials regarding church property matters. 


* Work closely with members of the Building Committee, Architect, Construction 
Workers as future construction takes place. 


* Work closely with the Trustees regarding on-going property enhancements and 
improvements. 


* Approve appropriate requests for use of chutch owned buildings and equipment. 
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Coordinate delegation of daily maintenance/work order requests and follow-up 
program. 


Coordinate daily operational purchase order approval. 
Q Copy machine needs 
a Computer printing needs 
a Light bulbs 
Q_ Door locks, etc. 
Q Bathroom items needs, etc. 


Maintain a perpetual inventory of all church owned equipment and furnishings, 


Basic personal responsibilities: 


a. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


b. Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


Other duties and responsibilities requested by the Church Administrator. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
SSM HUa tL TION DESCRIPTION 


Position Title: Director of Food Services 
Reports To: Church Administrator 


Primary Function 


The Director of Food Services/Church Hostess is responsible for the ordering, preparation 
and serving of all food related functions of Gethsemane MBC. 


Specific List of Responsibilities 


* Works with the church staff and church leaders in scheduling and planning ministry or 
other church related banquets or dinners. 


* Help plan all activities where food is involved; i.e., receptions, banquets and dinners. 
* Works with Hospitality Ministry Team or staff in planning reception. 


* Plan meals and purchase food for all scheduled meals and snacks and for social 
functions as requested. 


* Purchase and inventory all supplies/paper goods relating to ministry functions. 
* Coordinates catering and serving of food for various functions. 


* Contact professional caterers for reservation of meals when catered. Work with 
caterer in determining menu, 


* Secures, trains and supervises all food service help. 
* Responsible for maintaining a clean and orderly kitchen and storage area. 
* Coordinate sale of tickets for all food service activities and functions. 


* Works with the Director of Facilities in keeping all kitchen equipment in good repair 
and meeting event set-up requests. 


* Keeps all equipment and supplies ready at all times as needed for weddings and other 
receptions. 
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Prepares monthly kitchen Teport on all paper goods, meals and food items used by 
staff and ministries. 


Responsible for enlisting donations from appropriate ministries and members for 
various functions. 


Purchase kitchen equipment as needed subject to the Church Administrator's approval. 
Maintain high standards of sanitation in cleanliness of cooking utensils, dishes, glasses, 
silverware, and in food handling, preparation, service, storage, etc. to assure 
compliance with local health and sanitation laws; maintain clean work areas, storage 
bins, etc. 


Counsel with each bride concerning her wedding reception as to decorations, foods 
and facilities for the reception. Work closely with the Bridal Consultant and 
Gethsemane’s Wedding Coordinator. 

Basic personal responsibilities: 


a. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


b. Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


Perform other duties as assigned by the Church Administrator and Pastor. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Grants and Fund Raising Coordinator 
Reports To: Senior Pastor / Chairman of Deacons / Church 
Administrator 


Primary Function 


Oversee all aspects of fundraising. This would include grants, foundations, building 
campaigns, one-time donors and all other non-budget fund raising programs for the 
church, 


Specific List of Responsibilities 


* Assists the Church Administrator in projecting all sources of church income and 
revenue. 


+ Investigates and researches, through available publications and contacts, all possible 
private foundations and certain governmental grant agencies which is known to 
distribute funds to churches or other religious, charitable or educational organizations. 


* Writes proposals for funds justifying the church’s need for the support and forwarding 
such requests to the Executive Church Council for their review and approval. 


+ Complies with the format specified by the funding foundation/agency to create the 
request proposal and submits it to the funding foundation/agency. 


* Maintains files on all pending proposals. Makes phone calls or prepares letters for 
follow-up with funding foundation/agency. 


¢ For grants that have been received, ensure that all contract requirements are being 
adhered to on a quarterly basis. 


* Develops all non-budget fundraising plans, detailing the goals, steps to be taken and 
responsibilities of church members. 


+ Works with professional fundraising agencies, if approved, as part of the fundraising 
Program. 


* Researches possible large contributors including philanthropic foundations, corpo- 
tations, and wealthy individuals. 
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Reports to the Executive Church Council on a quarterly basis regarding the status of 
all existing and pending grant proposals and other fund raising programs. 
Other general responsibilities: 


a. Supply articles on a periodical basis for use in Gethsemane publications relating to 
your responsible area of ministry. 


Basic personal responsibilities: 


a. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


b. Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


Perform other duties as assigned by the Church Administrator. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
Se EE PUSTTION DESCRIPTION 


Position Title: Church Secretary/ Office Manager 


Reports To: Senior Pastor / Church Administrator 


Primary Function 


She is responsible for assisting the Pastor in performing Gethsemane ministerial, and other 
duties as assigned. She is also responsible to assisting the Church Administrator in 
performing church related secretarial duties as assigned. 


Specific List of Responsibilities 


* Coordinate typing of correspondence and materials, including minutes, for ministry 
meetings, Executive Church Council and Ministries Council, Standing Committees, 
ad-hoc committees, and other special requests. 

Q Correspondence or articles of any sort, submitted for public viewing or 
hearing, should be reviewed and approved by Church Administrator (or Pastor, 
if Church Administrator is not available in a reasonable amount of time) before 
submission 


Q_ All correspondence or articles of any sort, should be submitted to the Church 
Secretary or Executive Secretary for appropriate approval by the Church 
Administrator’s office 


* Maintain a binder of all church related minutes, including congregational meetings, 
Executive Church Council and Ministries Council, Standing Committees and other 
minist is trie: Ss. 


* Set-up and maintain the master administrative filing system for the church. Coordi- 
nates compliance with the church's record retention policies and procedures. 
* Coordinate all church-wide mail-outs. 


* Maintain the church's computerized calendar of events and upcoming correspondence. 
Distribute calendars to appropriate leadership and church congregation on a monthly 
basis. 


* Maintain a current use of facilities/equipment calendar and related request for use 
forms. 
Q Will assist the Church Administrator in managing various forms 
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Organize, type and assimilate the Sunday morning bulletin, checking with appropriate 
leadership to assure the published information is correct. 


Prepare for file and maintain copies of Sunday sermons on cassettes. Prepare copies at 
the request of members and friends and distribute cassettes. 


Monitor and purchase Pastor’s office, cleaning, and hospitality supplies. 


Maintain use of postage meter, refill through postage by mail, handle annual check-up, 
etc. 


Keep copier machine in good working order (i.e. paper trays refilled, adequate toner, 
etc.) and contact service if maintenance is needed. 


Maintain building and room key authorization lists. 


Establish needed training for office staff and assist with questions or problems as they 
might arise in the church office. 


Develop, implement and update office policies and procedures. 
Basic personal responsibilities: 


a. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


b. Financially support the works of ministries of Gethsemane MBC by faithfully 


giving at least 10% of your gross income. 
Perform other duties as assigned by the Senior Pastor and Church Administrator, 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 


Position Title: Senior Pastor’s Secretary 
Reports To: Senior Pastor 
Primary Function 
The Pastor’s Secretary shall have responsibility for administrating those tasks and 
functions relevant to the Senior Pastor’s Office on a day-to-day basis. In addition to the 


handling of these administrative needs, she shall also be responsible to the Church 
Administrator for various secretarial functions as assigned. 


Specific List of Responsibilities 

* Act as receptionist to the Senior Pastor, make appointments, receive visitors. 

* Sit in on meeting/counseling sessions when requested. 

* Coordinate special events as requested. 

° Keep Senior Pastor informed of crises/problems of the membership. 

* Coordinate Senior Pastor's Office secretarial responsibilities (Vi isitor letters, 
manuscripts, Weekly Newsletter to members, Sunday Bulletin files, etc.) to paid staff 
through the Office Manager and through the Director of Volunteers for volunteer 
workers, 

* Maintain Senior Pastor’s files: open and confidential. 

* Accompany the Senior Pastor as requested to Committee and Ministry Team 
meetings, Staff Meetings, church functions or receptions for the purpose of assisting in 
tasks related to his Office. 


* _ Assist the Senior Pastor in preparing the order of service, transparencies, etc. for 
worship services. 


* Secure information and coordinate baby dedications and issue appropriate certificates. 
* Coordinate baptisms with staff, ministry team and those scheduled for baptism. 


+ Take, screen and return where appropriate, Senior Pastor's calls. 
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* Coordinates the Pastor's appointment calendar, including weddings and funerals. 


Coordinate and schedule all travel arrangements and speaking engagements for the 
Pastor. 


Other general responsibilities: 


a. 


In addition to normal responsibilities, the secretary is a member of a team 
dedicated to Christian service and should therefore seek at all times to conduct 
herself in such a way that would be pleasing to the Lord. 


Because of the confidential nature of individual membership records, pastoral 
counseling, and much of the correspondence of staff, it is absolutely essential that 
the secretary respect this confidence. 


The secretary is not expected to perform secretarial services for any church 
member, church officer or ministry team/committee member unless such work is 
required by the Church Administrator. Requests for such services should be made 
to the Church Administrator and may be performed as time and resources permit. 


Since the clerical task of a church office is composed of many diverse elements, the 
secretary should seek to be flexible and cooperative in working with others at all 
times. When called upon by the staff and approved by the Pastor and/or Church 
Administrator, she should willingly perform such tasks, which might not be 
considered part of her normal Position Description. 


Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


Perform other duties as requested by the Senior Pastor. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Church Secretary 
Reports To: Church Administrator 
Primary Function 


Maintain an accurate database of church membership and prospects to Gethsemane, 


Specific List of Responsibilities 


* Post each individual contribution to the computerized Record of Contributions system. 
Balance monthly contribution records to the general ledger. 


* Maintain graphs of weekly giving and worship attendance. 
* Be responsible for getting pledge cards and envelopes to new members. 


* Maintain the church's membership database. Keep church members, associate 
members, and frequent attendee’s information current in the computer. 


* Prepare lists of requested information from the church's membership database. 


* Prepare letters for visitors and enter visitor information into the prospects computer 
database. 


+ Assign families to Gethsemane Care Ministry groups. Advise the Pastor regarding ad- 
ditions or deletions to their groups. 


* Prepare up-to-date family lists for the congregation on a quarterly basis. 

* Maintain attendance records for worship services, visitors, and Sunday School. 

* Cross train with other Gethsemane Secretaries. Assist these individuals by learning the 
basics of her duties, Such duties might need to be performed in the event of sickness 
or absence. 

* Maintain business contact database. Update quarterly and distribute updated list when 
necessary. 

+ Assist as receptionist when needed. 


* Maintain a vital and growing personal walk with the Lord through committed 
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Bible study, prayer and meditation. 


= Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


* Perform other duties as assigned by the Pastor and/ or Church Administrator. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
Position Title: Media Specialist 
Reports To: Minister of Music 


Primary Function 


Maintains audio and visual equipment and supplies; oversees media library; and keeps 
media calendar current. 


Specific List of Responsibilities 
+ Works closely with the Audio/Visual Services Ministry Team. 
¢ Assists in training of church volunteers. 
* Maintains audio and visual equipment (i.e. overhead projectors, LCD projectors, video 
cameras, tape duplicators, etc.) in good working order. Preventive maintenance 
records are kept on all equipment. 


+ Submits Purchase/Funds Requests to Minister of Music for needed audio/visual 
supplies (tapes, slides, disks, etc.). 


* Catalogues media library. 
* Performs other duties as assigned by the Minister of Music. 


5 Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 


Position Title: Organist/Key Board 
Reports To: Minister of Music 


Primary Function 


The Organist/ Key Board is responsible for playing for congregational services, 
accompanying musical groups and assisting in other musical activities of the church. 


Specific List of Responsibilities 


+ Play for all services of the church, both regular and special as directed by the Minister 
of Music. This includes funerals conducted in the sanctuary as well as other occasions 
when an organist is needed. 


+ Play for special meetings within the church such as evangelistic conference, weddings, 
etc. when requested. 


* Accompany choir rehearsals as directed by the Minister of Music. 
* Serve as accompanist for ensembles and soloists when called upon. 


* _ Assist, when requested by the Minister of Music, in planning and directing a training 
program to develop organists for FirstChurch. 


* Supervise use of the church organ. 


* Plan, maintain and use a comprehensive, appropriate and growing repertoire for the 
solo instruments used for preludes, offertories and other service music. 


+ Upon the organist's absence from any service for any reason, she/he will work with the 
Minister of Music in securing an adequate substitute for the time involved, and will 
oversee that this person be familiar with the order of service and be given ample time 
for practice. 


* Assist the Minister of Music in appraising and selecting music and in conducting a 
preliminary study of new musical materials when requested. 


° Maintain an accurate account of organ needs and maintenance and notify the Minister 
of Music, 
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* Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


Perform other duties as assigned by the Minister of Music. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 


Position Title: Praise and Worship Leader 
Reports To: Minister of Music 


Primary Function 
Responsible for providing leadership in Praise and Worship activities in all Worship 
services of Gethsemane Missionary Baptist Church. 
Specific List of Responsibilities 


* Plan, organize, direct and evaluate a comprehensive Praise and Worship ministry in 
consultation with the Minister of Music. 


" Provide leadership and coordination of Gethsemane Praise and Worship Team for 
devotional periods of Worship services (Sunday a.m.; Sunday p.m.; Revival 
Services, etc.), 

* Recruit and train potential Praise and Worship Team members. 

* Teach Praise and Worship songs to congregation as necessary. 

" Perform other duties as instructed by the Minister of Music. 


* Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
Position Title: Pianist 
Reports To: Minister of Music 


Primary Function 


The Pianist is responsible for playing for congregational services, accompanying musical 
groups and assisting in other musical activities of the church. 


Specific List of Responsibilities 
+ Play for all services of the church, both regular and special as directed by the Minister 
of Music. This includes funerals conducted in the sanctuary as well as other occasions 
when a pianist is needed. 


* Play for special meeting within the church such as evangelistic conference, weddings, 
etc. when requested. 


* Accompany choir rehearsals as directed by the Minister of Music. 
* Serve as accompanist for ensembles and soloists when called upon. 


+ Assist in planning worship services, choir rehearsals, and special musical events as 
requested. 


* Assist the Minister of Music in appraising and selecting music and in conducting a 
preliminary study of new musical materials when requested. 


* Assist the Minister of Music in planning and directing a training program to develop 
pianists for Gethsemane. 


+ Serve as accompanist for soloists and groups for appearances away from the church 
upon invitation or by assignment and with the approval of the Minister of Music. 


+ Perform other duties as assigned by the Minister of Music.. 


* Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 


Pesition Title: Sound Technician 
Reports To: Minister of Music 


Primary Function 


The Sound Technician is responsible for operating the sound systems for all major worship 
services and church-wide special events. 


Specific List of Responsibilities 


* Work closely with the Sound Ministry Team to fulfill the policies and procedures of 
the sound ministry. 


* Meet prior to services or events when guest artists and/or speakers are appearing for 
sound check. 


* See that sound needs will be met by someone else in the event of technician's absence. 


* Make certain that all sound equipment is left in order at the conclusion of all services 
and events, 


¢ Perform other duties as assigned by the Minister of Music. 


"Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


= Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPT, ION 
Position Title: Tape Ministry Supervisor 
Reports To: Minister of Music/ Pastor 


Primary Function 
Oversee and manage the Tape Ministry of Gethsemane. 


Specific List of Responsibilities 
Correspondence 
* Handle all radio, tape ministry and TV correspondence. 
* Answer telephone and take tape orders. 
* Send receipts and thank you notes. 
Volunteer Staff 
+ Endeavor to establish a working staff that can volunteer on a regular basis. 
* Recruit new volunteers. 
¢ Train and oversee volunteers. 
Tape Room Operations 
* File tape orders and tapes. 
* Oversee and handle tape duplication. 
¢ Handle mail-outs. 
* Edit tapes for duplication of Master tapes. 
* Report and record weekly distribution of tapes, 
+ Supply Pastor’s Library with tape needs weekly. 
* Update tape rack in library weekly. 
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* Record copy of Sunday AM, Sunday PM and Special Services (Revivals, etc.) for 
library files. 
Catalog 
* Maintain tape and CD catalog of messages. 
¢ Supervise mailing of catalogs. 
Budget 
¢ Consider and evaluate new machinery and material needs. 
+ Keep record of income. 
Ordering 
* Order all supplies and equipment for tape ministry operations. 
* Continuously evaluate needs and adjust ordering to secure best prices and materials. 
Policies 
* Establish and evaluate Tape Ministry Policies and Procedures. 
Tape Ministry T 
* Recommend new members to Tape Ministry Team. 
* Schedule and coordinate quarterly Tape Ministry Team meeting. 
+ Perform other duties as assigned by the Minister of Music. 


s Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
Position Title: Grounds Supervisor 
Reports To: Director of Facilities 


Primary Function 
Responsible for the care and maintenance of all grounds owned or leased by the church. 


and gates, culverts and other drainage structures, tractors, mowers, edgers and other 
maintenance equipment directly related to the grounds maintenance function). 


Specific List of Responsibilities 


* Schedule mowing, shoveling, spreading salt, edging, trimming, weeding, etc. ona 
regular basis so as to maintain a well manicured look at all times, 


* Clean all walks, curbs, drives and parking lots as needed regularly. 


* Schedule and coordinate fertilizing, spraying, seeding, mulching and plant replacement 
to enhance the beauty of the grounds. 


° Service all equipment used regularly by grounds maintenance staff. 


* Coordinate Church Grounds Work Days and other volunteer efforts to improve and/or 
maintain the grounds. 


* Inspect for and control insects, rodents and other pests outside of the buildings. 
* Inventory and maintain tools relative to the above outlined tasks. 
* Other duties as requested by Director of Facilities. 


. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
Position Title: Security Supervisor 
Reports To: Church Administrator 


Primary Function 


Responsible for scheduling and supervising the security guards, Additionally, responsible 
for inventorying and maintaining the radios and parking supplies. 
Specific List of Responsibilities 
= Coordinate internal and external security. This includes maintaining and 
monitoring logs and records on these services. 
© During service and special services (i.e. Revivals) 
o After service 


* Develop and regularly update procedural manuals for in-house security, outside 
security. 


* Attend Security In Ministry meetings as required. 
" Actively recruit qualified candidates as necessary. 


* Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


. Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


208 


GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
Position Title: Custodian 
Reports To: Director of Facilities 


Primary Function 


The Custodians are responsible for maintaining the church facilities in a clean and orderly 
manner ready for planned church activities events, 


Specific List of Responsibilities 


* Sweep, mop, and/or scrub and wax floors according to schedule or as necessitated by 
unforeseen events; dust furniture and shelving; wash walls and windows, and vacuum 
carpets as scheduled. 

* Clean all restrooms and maintain adequate supply of soap, toilet articles, towels and 
other supplies in proper containers; empty wastebaskets, clean erasers and chalk 
boards; collect and remove refuge from buildings. 

* Set-up sanctuary and classroom areas for regular activities; clean blackboards and 
erasers; move furniture and set up tables and chairs for banquets, special meetings, and 
similar occasions. 


* Prepare facilities for special use as requested by supervisor, and assist when facilities 
and arrangements are needed for weddings and funerals, 


* Make request to Director of Facilities for cleaning and maintenance supplies and 
equipment as needed. 


* Make minor non-technical repairs to buildings and equipment. 

* Replace lighting bulbs and tubes. 

* Operate heating and cooling equipment according to schedule. 

* Prepare baptistery for use as directed and clean following use. 

. Maintain cleaning logs and turn in to the supervisor on a daily basis. 
* Check assignment log for daily for special assignments. 

+ Prepare facilities for special use as requested by Director of Facilities, 


Perform other duties as assigned by the Director of Facilities. 


" Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


= Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 


Position Title: Security Guard 
Reports To: Security Supervisor 


Primary Function 


Responsible for maintaining safe and secure grounds and buildings for Gethsemane 
ministries. Also, to coordinate any emergency assistance needed on Gethsemane property. 


Specific List of Responsibilities 
= Patrol buildings, vehicles and grounds. 
= Assist in parking control. 
* Ensure the safety of Gethsemane’s guest. 
= Create visibility to help deter vehicle theft. 


= Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


«Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Nurse 
Reports To: Director of Christian Education 


Primary Function 


The Nurse is responsible for using procedures based on knowledge, skills and experience 
to assist Gethsemane’s Senior Pastor, members and guest. 


Specific Li: Responsibiliti 


= Plan, organize, direct and evaluate a comprehensive program of health care and 
emergency first aid for students, faculty and staff. 


= Ensure Pastor has fresh preaching towels, water (hot, warm, cold), juice at his 
disposal on all services, both at Gethsemane and away (before and after 
preaching). 
1. Cold, very cold juice available after preaching. 
2. Juice should not be filled to brim because difficult to keep from 
spilling on pews, carpet and preaching robe. 
3. These services should only be made for the Pastor or his guest 


preacher. 
4. Non-pastors or associate ministers are to make their own provisions 
unless approved by the Pastor. 


= Maintain a record keeping system for those who report to the health room due to 
sickness, injury, or other health matters. 


" Coordinate CPR classes and other community related programs, which are 
appropriate for Gethsemane’s members. 


= Procure and maintain health room supplies. 
= Perform other duties as instructed by the Pastor. 


= Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


"Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
Position Title: Minister(General Qualifications) 
Reports To: ; Senior Pastor / Chairman of Deacons Ministry 


Primary Function 
A Minister is responsible for personal holiness and the care, oversight, leadership and 


shepherding of Gethsemane Missionary Baptist Church. He is accountable to God on 
behalf of the Church. 


Specific Duties and Responsibilities 
PERSONAL - Each Minister must be personally committed to maintain: 
* The qualifications of an elder as found in 1 Timothy 3:1-7 and Titus 1:6-9. 
* A daily prayer life. 
* Acommitment to regular study of God's Word (1 Timothy 5:17). 
+ Financial stewardship (i.e. honoring the Lord with the first fruits of all his increases 
and displaying his financial commitment to the local church on the first day of the 


week), 


CARE AND OVERSIGHT - Each Minister should care for and oversee (Acts 20:28-29) 
the church by being involved in several of the following priorities: 


A. Prayer (Acts 6:4): 
* Pray in worship services. 

* Upon request, be available to pray with those in need. 
B. The Ministry of the Word (Acts 6:4): 

* Guard the body of truth revealed in scripture. 

* Preach in worship services. 


* Teach equipping and discipleship classes. 
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Attend various Ministry Team activities to show support and monitor pulse of 
what is being taught. Each Ministry Team will be assigned to a specific Minister. 


LEADERSHIP/SHEPHERDING - Leadership (Titus 1:5) is expected of all Ministers 
and will concentrate in the following areas: 


Attend Ministries and Executive Church Councils meetings as assigned. 
Assure that the church is being operated in a decent and orderly manner as 
outlined in the church's Constitution, Articles of Incorporation, Bylaws, 
Organizational Manual and Policies and Procedures Manual. 

Help resolve conflicts/disciplinary issues within the body. 


Attend corporate church gatherings (Prayer meetings, congregational meetings, 
potlucks, men's retreats, etc.). 


Intermingle, be available and remain visible to church members and visitors. 
Participate in New Member's Classes. 
Follow-up with visitors who request to speak to a Minister, as assigned by the 


Pastor 


Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


OTHER DUTIES 


a Primarily responsible to the Pastor. 
Q Perform other duties as assigned by the Senior Pastor. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
SEE POSITION DESCRIPTION 
Position Title: Deacon (General Qualifications) 
Reports To: Chairman of Deacon Ministry 


Primary Function 


ministerial staff to giving their full attention to praying, teaching, preaching, equipping and 
giving oversight to leadership and shepherding matters of the body. 


Specific Duties and Responsibilities 


Each deacon should individually review these responsibilities with their spiritual 
giftedness, talents, and professional experience in mind. No one deacon, or small group of 
deacons, should over commit themselves in performing such duties. These duties should 


General Duties and Responsibilities will include: 


* Meet on Sunday mornings at 7:50 am to pray for the early morning service and at 
10:15 am for the regular morning service and to be ready to assist visitors and 
members as they arrive. 


. Greet members and visitors as they arrive each Sunday morning, and give 
assistance to their needs and requests. 


. On rainy or snowy Sunday mornings, be available to assist members and visitors 
from and to their cars as necessary. 


* Take attendance counts for each worship service and provide results to the Church 
Administrator. 
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Oversee or assist with the setup and breakdown of tables and chairs for all church 
social gatherings. 
Assist the Pastor and ministerial staff in serving the Lord's Supper. 
Oversee or assist with the Benevolence Ministry Team. 
Tour church grounds during worship services, Sunday School, and other church 
wide functions to assure that children and youth are in their proper area of 
ministry, and assist visitors with questions they might have. 
Assist with other duties as directed by the Pastor as outlined in the Bylaws. 


Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation, 


Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
ane eh POSITION DESCRIPTION 
Position Title: Chairperson of Executive Church Council/ 
Report to: Senior Pastor 


Primary Function 


Serves as the principal Corporate Officer of Gethsemane Missionary Baptist Church. The 
Executive Council has been designed to oversee legal, financial, business and executive 


matters of the church. 
Specific Duties and Responsibilities 


* Provide leadership to the Church, who set policy and to whom the 
Senior Pastor is accountable. 


* Chair meetings of the Council after developing the agenda with the Chairman of the 
Deacon Ministry. 


* Encourage Council involvement in strategic ministry planning. 
* Appoint chairpersons of Standing Committees, 


* — Serves as an ex officio member of all committees and ministry teams and attends their 
meetings when appropriate. 


* Execute legal documents relating to contracts and other business matters of 
Gethsemane. 


* Discuss issues confronting the church with other Council Members, 
* Monitor financial planning and financial reports. 
* Play a leading role in all fimd Taising activities. 


"Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 
SEALE POSITION DESCRIPTION 


Position Title: Church Treasurer 
Reports To: Chairperson of the Executive Council 


‘rim ‘unction 


Functions as the Chief Financial Officer of Gethsemane Missionary Baptist Church. 
intains high levels of financial integrity over the ministry operations of the church. 


Specific Duties and Responsibilities 


* Work closely with the Trustees and the Church Administrator to ensure integrity over 
the financial affairs of the church. 


¢ Ensure that a sound system of internal controls are in place and are properly 
functioning to protect the financial integrity of G : 


* Ensure: 
* Accurate financial books and records 
* Timely financial reporting 
* Proper cash and investment management practices 
* Compliance with all federal, state and local tax reporting requirements 


+ Ensure that contribution records are being properly maintained and that accurate 
quarterly and annual statements are sent to all church donors. 


* Sign checks in accordance with the church's Financial Policies and Procedures. 
* Review monthly financial teports prepared by the church Finance Office, 


* Present financial reports to the Congregation at its quarterly business meeting. Share 
comments on the financial condition of the church. 


Committee as deemed . 
a Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


"Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


° Perform other duties as assigned by the Pastor. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
i POSITION DESCRIPTION 
Position Title: Church Business Meeting Secretary 
Reports To: Executive Church Council 


Primary Function 
Maintain accurate and timely documentation of all Gethsemane’s Proceedings and ministry 


business. 
Specific Duties and Responsibilities 


* Review all minutes of the previous business meeting for accuracy and completeness 
before they become a permanent record of Proceedings. 


* Maintain all church minutes in an orderly manner and retrieving such information when 
requested. Ensure that the Annual Minutes Binder, as kept in the Church Office, is 
maintained current. 


* Ensure that proper notices are given to church members Tegarding congregational 
meetings as required in the Bylaws. 


* Maintain an accurate church membership role so that quorums can be determined 
during congregational meetings. 


* Take minutes of all church Congregational meetings. 


* Assure that the church's Record Retention Policy is being Properly followed and 


* Serve as church's Historian. 


* Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


"Financially support the works of, ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


* Perform other duties as assigned by the Pastor. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
Position Title: Chairperson of Ministry Leaders Council 
Reports To: Senior Pastor 


Primary Function 


Oversees the activities of all established Ministry Teams and is the primary contact person 
regarding ministry activities at Gethsemane Missionary Baptist Church. 


Specific Duties and Responsibilities 


* Provide leadership to the Pastor regarding established Ministry Teams. Consult with 
the Pastor and Executive Church Council on an "as needed" day-to-day basis, 


* Presents Ministry Council's reports to the Board on a monthly basis, 
* Isa partner with the Senior Pastor in achieving the organization's mission. 
* Chair meetings of the Council after developing the agenda with the Senior Pastor. 


* Ensure that the church's Calendar of Events is being accomplished on a timely basis as 
approved in the Annual Ministry Plan. In consultation with the Senior Pastor appoint 


chairpersons of Ministry Teams, 


¢ Ensure that all of the Ministry Teams of the church are performing their designated 
responsibilities. Serve as the "cheerleader" for the chairpersons of all Ministry Teams. 


* Monitor compliance of policies and procedures of Gethsemane as documented in the 
church's Policies and Procedures Manual. 


* Discuss issues confronting the church with the Senior Pastor. Review with the Senior 
Pastor any issues of concern to the Council. 


* Present an annual report to the congregation. 
s Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation, 


"Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


* Perform other responsibilities as assigned by the Pastor. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
SEAR ESHIP POSITION DESCRIPTIGN 
Position Title: Committee Chairperson 
Reports To: Executive Church Council 


Primary Function 


The Chairperson will set goals and objectives for the Committee that assist and 
compliment the vision, purpose statement and ministry goals of Gethsemane. The 
Chairperson directs the committee in fulfilling the committee's Ministry Description as 
assigned by the Pastor. 


Specific Duties and Responsibilities 


* Sets the tone for committee work, ensures that members have the information they 
need to do their jobs. 


* Reports to the full Executive Church Council on committee decisions and status 
Teports on committee business. 


* Works closely with the Senior Pastor and the committees appointed staff support 
person. 


* Assigns work to committee members, sets agendas, runs meetings, and ensures 
distribution of minutes and Teports to members. 


. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 
SE SUS ELION DESCRIPTION 


Position Title: Ministry Secretaries 
Reports To: Ministry Leaders 
Primary Function 


The Secretary will be responsible for maintaining ministry minutes in an orderly manner 
and retrieving such information when requested. 


Specific Duties and Responsibilities 


Maintain an accurate and current membership list of the Ministry. 
Take accurate minutes of all meetings. 
Maintain support of items discussed and approved and attach to minutes, 


Distribute minutes of meeting and agenda and appropriate support to members for 
upcoming meetings. 


Furnish a copy of all minutes and support to the Church Secretary and Church Office 
by the 5th day following the meeting. 


Actively serve and give input to the Ministry as a member. 


Be available to prepare correspondence on behalf of the ministry as directed by the 
Chairperson. 


. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


Perform other duties as assigned by the Chairperson. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 
ae SSL LLON DESCRIPTION 


Position Title: Ministry Leader (General Qualifications) 
Reports To: Chairperson of the Ministries / Executive Church 
Council 


Primary Function 


A ministry leader's primary function is to glorify God by supporting the work of our Lord 
in and through Gethsemane. These leaders are individuals who have been approved by 
leadership to a specific ministry of Gethsemane Missionary Baptist Church. 


List of General Qualifications 


* Should be a member of Gethsemane, having given a clear testimony of personal faith 
in Jesus Christ and demonstrating a life in submission to His Lordship. 


. Should be personally committed to maintaining a moral and spiritual lifestyle as set 
forth in scripture. 


* Should believe and uphold the doctrines as stated in the Scriptures and Gethsemane's 
Constitution and Bylaws. 


* Willing to work in harmony with the Pastor, ministers, support staff, and fellow 
ministry leaders. Should Support the ministry and leadership of Gethsemane through 
prayer and attendance. Should be involved in regular study of God's Word. 


* Should financially invest and support the work of Christ here at Gethsemane, giving 
from the first fruits of all their increases on the first day of the week. 


* Should know their spiritual gift and strive to use it effectively within the church. 
* Should manifest a heart, passion or giftedness in the area of ministry in which they 


serve. 
* Should attend the monthly Ministries or Executive Church Council's meetings, 


. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gfoss income. 
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GETHSEMANE MBC 


LEADERSHIP POSITION DESCRIPTION 


Position Title: Adult Class Teacher 
Ministry: Adult Ministry Team 
Reports To: Director of Christian Education 


Primary Function 


Lead the assigned class in an effective Bible study experience balancing biblical teaching 
with practical application. 


Specific Duties and Responsibilities 


* Develop a strong personal relationship with God through personal Bible study and 
prayer. 


* Lead class members to discover and apply the truths of God's Word to life, using 
effective teaching methods and encouraging members to participate in training 
experiences to improve their ability to apply Bible truths. 


¢ Work with the class outreach leader in enlisting other class leaders, including a 
secretary, activities leader, and one group leader assigned to every four to seven 
members and prospects enrolled in the Sunday School class. 


+ Participate in weekly teacher’s meetings and monthly meetings for leaders and class 
members. 


* Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
aE EUSITION DESCRIPTION 
Position Title: Adult Department Secretary 
Ministry: Adult Ministry Team 
Reports To: Director of Christian Education 


Primary Function 


The primary Tesponsibility of the department secretary is to keep accurate 
membership records of the department, 


Specific Duties and Responsibilities 


* Compile and process accurate class and department records each week. 


* Provide Church Secretary of the church with weekly records for input into the church's 
database. Request special reports from this secretary when needed. 


° Train class secretaries and other leaders to enroll newcomers in classes and obtain 
accurate information for records on all members, 


* Provide class and department leaders information about records. 

* Provide information as requested to class and department leaders for outreach 
visitation and weekly workers' meetings. Also participate in these activities as 
requested, 


* Assist the Christian Education Director in ordering and Processing literature each 
quarter. 


* Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation, 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income, 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
Se SOSITION DESCRIPTION 
Position Title: Director of Facilities/Baptism Coordinator 
Ministry: Baptism Ministry Team 
Reports To: Director of Facilities 


Primary Function 


Serve and assist the church in matters relating to baptismal services, 


Specific Duties and Responsibilities 


¢ Fill and drain the baptistery for all baptismal services, 
* Ensure that the baptismal water is heated to a comfortable temperature. 


* In cooperation with the Facilities Committee, maintain the baptistery and related 
equipment in good working order. 


* Maintain all baptismal robes, towels, etc. 
* Ensure that baptismal Preparation rooms are locked and secure while in use, 
* Assist candidates for baptism as they enter and depart the baptistery. 


* Incooperation with the Ministries Council, develop and recommend policies and 
procedures for use of the baptistery and related equipment/resources, 


* Perform other duties as outlined in the Baptism Ministry Team's Ministry Description. 
* Serve on the Ministries Council as the Baptism Ministry Team representative, 


a Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


* Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
Position Title: Evangelism and Outreach Coordinator 
Ministry: Evangelism and Outreach Ministry Team 
Reports To: Director of Evangelism 


Specific Duties and Responsibilities 


Specific ministries to be directed will consist of, but not be limited to, the following: 


LOCAL EMPHASIS: 


Education: 
* Teach series on lifestyle evangelism 
* Promote local outreach ministries in bulletin and from pulpit 
* Show Videos 
* Hold a seminar on influencing their business associate 


Equipping: 
* Encourage members to be involved in local outreach ministries 
° Allow newly saved people to share testimony in worship service 
* Have members share good witnessing experiences in worship service, adult 
electives, and Sunday school 


Exposure: 
* Share local outreach ministries (i.e. Jail, Homeless, Odyssey House etc.) needs 
from pulpit 
* Give reports on people saved in local ministries 
* Invite neighbors into member homes for fellowship 
* Visit Sunday morning worship service visitors 


GLOBAL EMPHASIS: 
Education: 
* Print monthly newsletters from missionaries in bulletin 
* Hold an annual Missions Conference 


Equipping: 
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* Pray regularly for our missionaries 
* Write letters to our missionaries while they are on the field 
* Send care packages to our missionaries 


Exposure: 
* Challenge members to go ona short-term mission trip 
* Provide opportunities for missionaries to tell about their work 


OTHER: 
* Perform other duties as outlined in the Evangelism and Outreach Ministry Team's 
Ministry Description. 
* Serve on the Ministries Council as the Evangelism and Outreach Ministry Team 
representative, 


. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


"Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
Position Title: Men's Ministry Coordinator 
Ministry: Men's Ministry Team 
Reports To: Director of Men’s Ministry / Chairman of Deacons 


Primary Function 
Pray, evaluate, develop, plan, implement and monitor an effective Men's Ministry at 
Gethsemane. 
Specific Duties and Responsibilities 
* Pray regularly for the men of Gethsemane and the Men's Ministry, 
* Develop a purpose statement for the Men's Ministry and clearly define ministry 
objectives/goals. They should also be Consistently articulated to the men of 


Gethsemane for the purpose of allowing them to take interest in and ownership of the 
Men's Ministry. 

* Develop plans, which fulfill the ministry's objectives/goals. These plans should focus 
on the sharing of biblical principles and the committing to vital relationships. Plans 
should include such things as: 


* Men's conferences, Special events, Equipping seminars, Congregational 
gatherings, Small accountability groups 


° Recruit men within the Body to assist the ministry team in flfillng its specific duties 
and responsibilities. 


* Schedule planned events on the church's Calendar of Events. 


* Keep the entire Body informed of the Progress of the Men's Ministry and encourage 
visiting men to become involved. 


* Perform other duties as outlined in the Men's Ministry Team's Ministry Description. 
* Serve on the Ministries Council as the Men's Ministry Team representative. 


. Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation, 


. Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETESEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
Position Title: Sound and Lighting Technician 
Ministry Audio/Visual Services Ministry Team 
Reports To: Minister of Music 


Primary Function 


The Sound and Lighting Technician is Tesponsible for the smooth running of all sound and 
lighting procedures of the church and coordinate the use of church volunteers whenever 
possible. 


Specific Duties and Responsibilities 


* Start pre-selected taped music at 7:50 am and 10:15 am and play until music group 
begins playing. Fade taped music out as music group playing begins, 


* Start pre-selected taped music at 9:15 am and play until Sunday begins (approx. 
9:30 am). Have pulpit microphone on so class announcements can be made, 


* Technician should remain at sound booth from the beginning to the end of each 
worship service to regulate sound needs as they might arise during the service. He 
should also man the booth for special meetings/classes if at all Possible (i.e. 
Congregational meetings, etc.). 


* At the conclusion of the morning services, shut down sound system and lock-up 
needed equipment (i.e. microphones, etc.). 


Special Events 
+ Perform all the normal sound and lighting duties for all church-wide special events. 
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Other Matters 


If the Sound and Lighting Technician cannot be Present at the Sunday morning 
services or special events, he will be tesponsible for finding well in advance of the 
event a properly trained sound and lighting volunteer to cover for him. Absences 
and delegation of duties to another individual should be infrequent in number, 


Prepare and submit a sound and lighting general operating and capital needs 
budget to the Church inistrator during the annual budget preparation process, 


Maintain all sound and lighting equipment in a good operating condition. Submit 
sound and lighting operating budget purchase Tequests to the Church 
Administrat 


Or. 


Perform other duties as outlined in the Sound and Lighting Ministry Team's 
Ministry Description. 

Serve on the Ministries Council as the Sound and Lighting Ministry Team 
representative, 


Maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
SES OSITION DESCRIPTION 
Position Title: Church Wedding Coordinator 
Reports To: Senior Pastor 


Primary Function 


Organize and supervise the wedding event by relieving obvious Pressures that go into a 
wedding and to offer guidance as needed. Represent the church and always keep its best 


interest in mind. 
Specific List of Responsibilities 
. Initially discuss the wedding and rehearsal dates and times with bride. If the bride has 
a Wedding Coordinator of her choice, the Wedding Coordinator of Gethsemane will 
act as a Gethsemane Consultant to ensure Gethsemane’s interest. 


. Meet with the bride two or three weeks before wedding in the facility she has chosen 
to discuss all details that Ould be pleasing to her as well as enforce the policies of the 


church regarding weddings. 


. Prepare a schedule for the wedding day, which clearly defines the party's various 
responsibilities, 


* _ Assist the minister/ministers in the mechanics of the rehearsal to everyone's 
satisfaction. 


° Ze Present on the wedding day to see that everything is going as planned and that 
€veryone is attending to their assigned responsibilities. 


* Be responsible for the timing of group wedding pictures, 


. Hag bonsibe in seeing thatthe reception goes as planned if itis held in Gethsemane 
facilities. 


* Perform other duties and adhered to policies as outlined in the Weddings and 
Receptions area of the Facilities Section of the Policies and Procedures Manual, 


* Serve on the Ministries Council to give input for this ministry. 
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GETHSEMANE MBC 
LEADERSHIP POSITION DESCRIPTION 
AL SUSITION DESCRIPTION 
Position Title: Youth Leadership Worker 
Ministry: Youth Ministry Team 
Reports To: Director of Youth Ministry 


Primary Function 


Organize and develop specific ministries to accomplish the Youth Ministry purpose 
statement and objectives as defined in its Ministry Description. 


Specific Duties and Responsibilities 


Determine that all senior high leaders are fulfilling their responsibilities on an 
effective and efficient manner. 

Give direction and assistance to leaders as requested. 

Set dates and times for leadership meetings. 

Communicate with selected members before each meeting to determine agenda 
items and if status reports need to be given. 

Pre-think and organize agendas for meetings and stay within time constraints. 
Plan meetings with senior high Parents for the purpose of obtaining feedback, 
involvement, and assistance in ministering to their youth, 

Communicate all Preliminary dates and plans with the ministerial staff. 
Periodically, communicate status of Senior High Ministry with the Ministries 
Council. 

Assign additional responsibilities to senior high leaders as considered necessary. 
Appoint a leadership secretary to take minutes of leadership meetings, distribute 
such to each leader ona timely basis, and assist the Coordinator in other duties, as 
he feels appropriate. 


Sunday School Teacher(s) 


ee 


Order curriculum with topics of interest for young men and women. 

Seek to be creative in making Biblical instruction and application. 

Plan effective Sunday morning fellowship and refreshment times. 

Develop an effective Prayer/share time. 

Adequately prepare and teach God's Word. 

Be sensitive to Adult Elective classes, which might assist youth with their spiritual 
growth and interface with adults. 
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* Consider special teaching themes in such areas as: parents, daily prayer life, daily 
scripture reading, purpose of the church, habits, dress, authority levels, peers, 
work habits, marriage, college/education options, money management, etc. Use, 
involve, and invite parents to these special-teaching times, 

* Periodically, plan for an elder to give a testimony or spiritual point of insight as it 
relates to youth. 

Create opportunities for one-on-one counseling. 

Build relationships with teachers and youth. 

Communicate upcoming planned activities and stimulate interest. 

Plan special class activities (i.e. music, testimonies, skits, etc.). 

Create opportunities for member and visitor outreach and follow-up. 

Display a positive and excited attitude about the youth ministry. 

Perform others duties as they arise. 


Discipleship Leadership Team 


Plan effective fellowship and refreshment times. 

Develop an effective prayer/share time. 

Adequately prepare and teach God's Word. 

Consider special teaching themes. 

Create opportunities for one-on-one counseling. 

Build relationships with leaders and youth, 

Communicate upcoming planned activities and stimulate interest. 
Display a positive and excited attitude about the youth ministry. 
Perform other duties as they arise. 


eee ee we 


+ Communicate with church Ministry Leaders ways the youth can become involved 
in their local and global outreach ministries and what times would be best fie. 
assist Homeless Ministry on Tuesday evenings, giving testimonies in jails, 
participation in summer mission trips, tours (Jail, Drug Rehabilitation Center, 
Youth Detention Center, etc), youth seminars for learning and outreach, etc]. 

+ Plan special evangelism events, which would allow our youth to bring their lost 
friends from their school (ie. pizza party, sporting events, etc). 

* Organize details of ministry events well in advance and obtain input from other 
youth leaders. 

* Solicit involvement from senior high parents (i.e. through prayer, helping in 

functions, etc.). 

Set dates and place on church calendar. 

Communicate plans with senior high teachers and other leaders. 

Write thank you notes to all individuals involved. 

Display a positive and excited attitude about the youth ministry. 

Perform other duties as they arise. 


ee eee 
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Special E Leadership T. 
¢ Plan annual youth camps. 

. Plan a parenting seminar each year. Have pastoral staff and ministers teach on 
Biblical principies on parenting and cover those specific areas where the youth 
leadership has noticed a need for parenting improvement. 

¢ Plana special "Youth Sunday". Have youth distribute Sunday morning 
bulletins/visitor cards, Prepare special music, give testimony, Scripture reading in 
worship services, etc. 

* Plan a special event around Thanksgiving or Christmas (ie. food baskets to needy 
families, etc). 

* Plana parent/youth church facilities workday. 

+ Display a positive and excited attitude about the youth ministry. 

* Perform other duties as they arise. 


request input and prayer support from all parents of youth. Parents should always be 
allowed to attend youth leadership meetings and be given the opportunity to give input. 


Perform other duties as outlined in the Youth Ministry Team's Ministry Description. 
Serve on the Ministries Council as the Youth Ministry Team Tepresentative. 


= maintain a vital and growing personal walk with the Lord through committed 
Bible study, prayer and meditation. 


. Financially support the works of ministries of Gethsemane MBC by faithfully 
giving at least 10% of your gross income. 


APPENDIX I 
MINISTRY DESCRIPTIONS 
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GETHSEMANE MISSIONARY BAPTIST CHURCH 


ORGANIZATIONAL STRUCTURE BY MINISTRIES 


SECTION B 


MINISTRY DES IONS 


SUBJECT MATTER PAGE 


Councils: 


Ad-Hoc Committees: 
Constitution and Bylaws Ad Hoc Committee . 
Pastor Search Ad Hoc Committee .. 


Decision for Christ Ministry Team 
Audio/Visual Services Ministry Team .. 
Baptism Ministry Team. 
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Women's Ministry Team 
Young Adult Ministry Team. 
Youth Ministry Team....... 
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GETHSEMANE MISSIONARY BAPTIST CHURCH 


MINISTRY DESCRIPTION 
Ministry Title: Pastoral Ministry 
Reports To: Executive Church Council 


Ministry Purpose Statement 


As churches were established in the faith, and when more than one person became 
qualified, pastors were appointed to continue the pastor-teaching ministry in each local 
church. To the pastors was given the ultimate responsibility for the oversight of that 
particular church body, and the shepherding of its members, Qualifications must be 
followed in the selection of the pastor (1 Timothy 3:1-7; Titus 1:5-9). 


Specific List of Responsibilities 


« Shepherd the Flock 
Serving in all humility, pastors are to guide, direct, guard and protect the members of 
the body, seeking to meet their needs and assist in any way possible, warning against 
harmful influences and guarding against false teachers, (Acts 20:35) 

+ Lead Through Example 
Pastors are to provide a Scriptural role model and are to set a pattern before the flock 
of a rightly ordered life - with a single purpose, to glorify God. (1 Timothy 3:4-5; 
3:17) 

¢ Teach and Exhort 
Pastors are to see that the flock is fed through insightful and accurate Biblical 
instruction and admonition. Teaching will be centered on equipping the members of 
the body to perform works of ministry. (1 Timothy 3:2; Titus 1:9-16; John 21:17) 

+ Refute Those Who Contradict Truth 
Pastors are to confront those who are teaching what they should not teach or who are 
continuing in a pattern of behavior contradictory to Biblical truth. Thus, pastors are to 


keep closing potential entrances for Satan, so that the truth of Christ will remain 
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credible to both the Congregation and the community. (Acts 20:17, 28-31; 1 
Thessalonians 5:12) 


+ Manage the Church of God 


Pastors are to oversee the life of the church with the assistance of other godly leaders. 
They must be people who can "rule well", Deacon qualified men will be selected to 
assist the pastor in the management and ministry of the church (1 Timothy 5:17). The 
Ministries and Executive Church Council will give direct oversight to the ministry 
teams and committees of Gethsemane Missionary Baptist Church. 


Additional governing responsibilities are as follows. 


Cast ministry vision and maintain the church's mission and purpose statements 
Guard the church's values and ministry responsibilities 

Support the preaching staff, general staff and the church's annual ministry plan 
Select corporate officers 

Ensure that church resources are adequate and are being used effectively 
Approve major policy issues while leaving minor policy issues to the Executive 


+ Lead in quality strategic ministry planning 
+ Keep members adequately informed on key management issues of the church 


+ Pray for the Sick 
The pastor is to pray for the spiritual and physical well-being of members of the 
Congregation. (James 5:14-15) 


NOTE - Refer to the Bylaws for additional Pastoral information, such as: qualifications, 
term of service, means of : nomination, etc. 
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GETHSEMANE MISSIONARY BAPTIST CHURCH 


MINISTRY DESCRIPTION 
Ministry Title: Deacon Ministry 
Reports To: Pastor 


Ministry Purpose Statement 


Deacons are the servant-ministers of the Church (Acts 6). Their purpose is to relieve the 


have the honor of modeling, for the local Church and the lost world, God’s compassion, 
kindness, mercy, and love. As the Church compassionately cares for people’s needs, the 
world sees a visible display of Christ’s love, which will draw some people to the Savior. 

Deacons are to be an example of commitment, unity, and harmony in their service. 


Specific List of Responsibilities 


Deacon's primary service will consist of giving administrative oversight to Standing 
Committees or ministry oversight to Ministry Teams, which have been established by 
Pastor Stewart. 


Examples of specific service would be: the collectors of funds, the distributors of relief, 
and agents of mercy. They help the poor, the jobless, the sick, the widowed, the elderly, 


Deacon duties are Church wide, covering areas of. need, ministry, soul winning, etc. It is 
their duty to be a positive encouragement in all matters concerning the welfare of the 
Church, but it is understood that they do not have authority over the Church, except when 
that authority has been delegated by the Pastor or Executive Church Council (Pastor, 
Trustees, Deacons). 


The Deacon Ministry will be the primary pool of spiritually qualified individuals who 
Pastor Major Stewart will use to assist him in meeting ministry and administrative needs of 
the Church as they arise. Each deacon must be supportive of the Pastor, staff, and 
ministry philosophy of Gethsemane Missionary Baptist Church. The pastor will call upon 


NOTE - Refer to the Bylaws and Leadership Descriptions for additional information 
regarding deacons, such as: qualifications, term of service, means of nomination, etc. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Executive Church Council 
Reports To: Senior Pastor 


Ministry Purpose Statement 
To provide oversight and direction for all legal, financial and executive matters of the 


church and serve as the corporate officers of the church. 


Specific List of Responsibilities 


+ Assist the Senior Pastor in the administrative oversight of the church. Determine and 
ensure that all of the administrative committees of the church are performing their 
designated responsibilities. 

* Provide oversight and development for all legal, financial and executive related 
committees of Gethsemane MBC. 


* The Legal Committee of the Executive Church Council will review the church's 
articles of incorporation and bylaws annually. If updates are needed, the Constitution 
and By-Laws Ad Hoc Committee will be notified. 


* Review and update responsibilities of all Standing Committees, in coordination with 
the Nominating Committee. The Organizational Charts, Ministry Descriptions and 
Leadership Position Descriptions will all be updated in the church's Organizational 
Manual. 

+ Review and update the church's Policies and Procedures Manual annually. 


+ Perform and maintain a fiduciary responsibility to the church in all legal, financial and 
executive matters. 


* The Corporate Officers of the Executive Church Council will execute all legal 
documents relative to contracts, church property and other business matters. 


+ Participate in the strategic planning process of the church. 


¢ Provide reasonable assurance that the following Gethsemane MBC ministry objectives 
have been achieved in their specific ministry: 
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Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


Prepare the ministry's annual General Operating Budget request. 
Perform other duties as requested by the Pastor. 


AWAYWNe 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 


Ministry Title: Ministry Leaders Council 
Reports To: Senior Pastor/Deacon Chairman 


inis ose Statemen: 


To coordinate, plan and evaluate the programs of the church, including calendarizing 
activities. 


Specific List of Responsibilities 
¢ Coordinate and evaluate all ministry programs activities of the church. 
¢ Establish and maintain a master church calendar of events each year. 


+ Recommend ministry objectives and goals, which complement the purpose and mission 
statements. 


* Recommend and evaluate changes in ministry program organizations. Review balance 
of ministry between all four Gethsemane MBC ministry emphases (Worship, 
Instruction, Fellowship and Evangelism). 


* Serve as a networking group of ministry leaders who brainstorm for new and creative 
means of ministering for the Lord in the community and around the world. 


* Develop effective means for creating "ministry passions" within the church, so that all 
parts of the body can use their God-given spiritual gifts to do works of ministry for 
Him. 


+ Provide reasonable assurance that the following Gethsemane MBC ministry objectives 
have been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


AVAL S 


* Prepare the ministry's annual General Operating Budget request. 
¢ Present an Annual Report of ministry to the Pastor. 
* Perform other duties as requested by the Pastor. 


GETHSEMANE MBC 

MINISTRY DESCRIPTION 

Ministry Title: Church History Ministry 
Reports To: Church Administrator 


Ministry Purpose Statement 
Help fellow church members discover the riches of their heritage. A church, which gains 
an understanding of their history, will be able to use that understanding as a resource for 
staying faithful to pivotal principles, for solving current problems, and for planning wisely 


for the future. 


Specific List of Responsibilities 


* Locate and preserve records and other materials of Gethsemane MBC historical value. 
All important historical documents should be in the Church Office maintained under 
fire protection. 


* Take pictures, keep brochures and articles and document facts of important church- 
wide events as they occur. 


* Periodically, communicate the heritage of the church to the congregation. Use church 
publications and worship services. Help all members of the church to appreciate their 
church through an understanding of its past. 


* Keeps adequate records and information of its current progress (i.e. discussions, 
membership, attendance, budgets, actual budget and designated giving). 


* Provide an overview of key historical events and milestones of the church for inclusion 
in the New Member's Class information packet. 


* Present an Annual Report of | ministry to the Executive Council, 
* Perform other duties as requested by the Church Administrator and the Pastor. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Trustee Ministry 
Reports To: Church Administrator 


Principal Function: 

The trustees serve as legal representatives in all transactions (including finances) related to 
the church, They hold legal title to the church Property and they sign all documents 
related to the purchase, sale, mortgaging, or rental of church property after approval by 
the church in regular business session. 


Duties: 
a. Hold legal title to all church Property (as required by state law) and act only as 
directed by the church in regular business session, 
b. Sign all legal documents involving church property, upon direction by the church 
in regular business session. 
c. Maintain an up-to-date inventory of all church Property, mortgage loans, and 
insurance on church property. 
Oversee Facilities Committee 
Oversee Finance Committee 
Oversee Steward Committee 


moa 


246 


GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Facilities Committee/ Trustees Ministry 
Reports To: Executive Church Council 


Ministry Pu: Statement 


To ensure the proper maintenance and use of church Properties including grounds, parking 
lots, buildings and equipment. Implement wise stewardship measures to safeguard church 
Property and equipment. 


Specific List of Responsibilities 


* Ensure that proper repairs and maintenance are made to church property and 
equipment in accordance with budgeted resources. Review competitive bids on 
service contracts. 


* Develop and implement a preventative maintenance program for routine periodic 
inspection and maintenance procedures on all church facilities. Refer to the Facilities 
Section of the Policies and Procedures Manual. 


* Work with staff in determining needs in repairs, contract maintenance, rental and/or 
replacement of furniture and equipment used in all areas of the church. Make part of 
the annual budgeting process a "Repairs and Maintenance Request" form. 


* Work to promote efficiency and economy in the purchase, use of, and repair to 
equipment. 


* Develop a group of lay volunteers who have businesses or special talents in the area of 
facilities and grounds. Call upon these individuals as minor needs arise or when 
special "Work Days" are called. Let the body use their gifts and talents, 


* Recommend short and long-term requirements including the renovation, remodeling, 
purchase or sale of church properties and equipment. 


* Approve the acceptance of any furniture, fixtures and equipment gifts to the church. 


* Maintain and develop new policies and procedures for the use and upkeep of church 
facilities. Refer to the Facilities Section of the Policies and Procedures Manual. 
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Evaluate all church property and buildings and make recommendations to ensure that 
the space is accessible to disabled persons and the elderly. 


Promote, through whatever means available, the conservation of energy and other 
natural resources that are used in the operation of church facilities, 


Develop plans to ensure safety and protection of members, guests and employees 
while on church property. 


Review security measures to protect church owned assets (ie. structural safeguards, 
keys and locks, security systems, lighting). 


Evaluate adequacy of internal and external church signage. 


Maintain operation and repair of church mobile radios used by staff and parking 
volunteers. 


Work with Legal and Insurance Committee in evaluating the feasibility of accepting 
offers of real property. 


Work with staff in developing guidelines for use of facilities and fee structures, 


Provide reasonable assurance that the following Gethsemane MBC objectives that 
have been achieved in their specific ministry. 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


AVavype 


Present an Annual Report of ministry to the Executive Council. 


Perform other duties as requested by the Executive Church Council. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Finance Committee/ Trustee Ministry 
Reports To: Church Administrator 
Staff Advisor: Senior Pastor 


Ministry Purpose Statement 


Counsel, guide and direct the staff and church in the judicious use and management of all 
financial resources of Gethsemane MBC and all of its auxiliary ministries. Ensure that 
adequate internal financial controls are in place to safeguard the church's financial 
resources and to protect the reputation of the staff and Gethsemane MBC. Maintaining 
the integrity of Gethsemane MBC's finances is the ultimate mission of the Finance 
Committee. 


Specific List of Responsibilities 
Primary Responsibilities: 
* See that accurate and complete financial records are being maintained in the Finance 
Office. 


* Ensure that accurate, timely, and meaningful financial statements are prepared and 
presented to the Executive Church Council and the Pastor. 


* Oversee the spending of the annual general operating budget and anticipate possible 
financial problems. 


* Maintain adequate levels of cash reserves for summer months and possible drops in 
giving. Study seasonal patterns of budget receipts and disbursements and adjust cash 
reserve levels accordingly. 


* Safeguard church assets by implementing proper internal financial controls, 


+ Ensure compliance with all federal, state, and other governmental reporting 
requirements. 


* Help the Executive Church Council and Pastor to understand the church's financial 
condition. 


Specific Responsibilities: 

* Review the monthly Financial Reports prior to its presentation to the Executive 
Church Council, Pastor and church business meeting. Make sure a current Balance 
Sheet is being prepared as part of the financial reports. 
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Review budget-to-actual comparisons of ministry expenditures and require 
explanations for significant (over 10%) variances. Determine if the Purchase/Funds 
Request procedure is properly functioning. 


Ensure that competitive bids are being received on significant purchases. 


Make sure that staff members are properly adhering to the Employee Accountable 
Expense Reimbursement Policy. 


Oversee the check signing process to ensure that proper internal controls are 
functioning. 


Oversee the collection, counting, and depositing of church offerings. Ensure that 
Proper internal controls (i.e. minimum of two unrelated persons handling funds, 
segregation of staff duties) are in place and are functioning adequately. 


Oversee the church's financial policies and procedures as documented in the Financial 
Section of the church's Policies and Procedures Manual. Develop new or revise 
existing policies as determined necessary. 


Make budget allocation adjustments as needed with the prior approval of the 
committees and staff involved. 


Ensure that the Record Retention Policy is being adhered to regarding all financial 
related records. 


Work with the Stewardship Committee/ Trustee Ministry in developing plans for 
teaching the body on stewardship issues. 


Provide reasonable assurance that the following Gethsemane MBC ministry objectives 
have been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


Yen 


Present an Annual Report of ministry to the Executive Church Council, 


Perform other duties as requested by the Executive Council and the Pastor. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Food Service Committee/ Kitchen Ministry 
Reports To: Church Administrator 


Ministry Purpose Statement 
To assist the church in determining its need for food services and to administer its food 
service program effectively. Ensure quality meals. 
Specific List of Responsibilities 


* Work with the Director of Food Service in consultation with church staff and ministry 
leaders to determine food service needs of the church. 


* Assist food service staff in nonchurch programs and activities. 
* Recruit and train food service volunteers. 


. Assist church office staff in the making of meal reservations and food service 
volunteers in the collection of money for meals, 


* Oversee the church's food service policies and procedures. Develop new or revise 
existing policies as determined necessary. Allow staff to develop procedures to 
accomplish such policies. 


* Maintain a current inventory of all church owned food service equipment. 


* Ensure that food facilities comply with regulations of the State Department of Public 
Health. 


* Provide reasonable assurance that the following Gethsemane MBC ministry objectives 
have been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Compliance with applicable governmental laws and regulations 

Observance of internal policies, standards and procedures 


FeNe 


* Present an Annual Report of; ministry to the Executive Council. 


+ Perform other duties as requested by the Pastor. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Money Counters Ministry 
Reports To: Finance Committee 
Staff Advisor: Church Administrator 


Ministry Purpose Statement 


Count, tabulate and deposit all monies given to the church during any regular or special 
meetings where funds (tithes, offerings, etc.) are collected or given. Those who handle 
church funds must be spiritually mature and regular Tithers, 


Specific List of Responsibilities 
* No less than two unrelated members of the committee shall count church funds at any 
given time. Rotate the use of committee members at least monthly. 


* Maintain security controls over the counting of such funds (i.e. use locked room, 
rotate use of rooms, request security or off duty police officer to guard room while 
funds are being counted, etc.). 


* Verify the amount shown on each envelope with the amount enclosed. 


* Separate general and designated funds, Properly recording the total of each on a Cash 
Receipts/Teller Sheet. 


* Reconcile funds to be deposited to totals of batched offering envelopes, 
* Prepare deposit and escort funds to the bank. 


* Adhere to the cash handling policies and procedures as documented under 
Contributions in the Financial Section of the church's Policies and Procedures Manual. 
Develop new or revise existing policies as determined necessary. 


* Work with the Insurance Committee to ensure that all counters are bonded. 


* Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry Purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 


Pyne 
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5. Reliability in the managing and reporting of church finances 
6. Observance of internal policies, standards and procedures 
Prepare the ministry's annual General Operating Budget request. 
Present an Annual Report of ministry to the Executive Council. 


Perform other duties as requested by the Finance Committee 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Stewardship Committee 
Reports To: Finance Committee 
Staff Advisor: Church Administrator 


Mini: Pu Statement 


To develop an understanding of and commitment to the biblical concepts of individual and 
corporate stewardship by developing and recommending emphases and activities to teach 
stewardship and assist church members to grow in Christian stewardship of their life, 
including time, talents, influence and possessions. 


Specific List of Responsibilities 


* Work closely with the staff and other church ministries in planning stewardship 
education. Develop and recommend methods for using church organizations to 
introduce biblical stewardship concepts. Seek the cooperation of other church leaders 
and use all existing channels of the church to communicate biblical stewardship truths. 


* Work with the Senior Pastor to encourage the use of timely and informative 
stewardship sermons, testimonies and the use of. stewardship tracts and brochures as 
bulletin inserts periodically throughout the year. 

* Plan a stewardship calendar with suggested activities for the year. 


* In cooperation with the New Members Class, develop plans for sessions on the biblical 
concept of stewardship for new church members. 


* Plan regular Christian Family Money Management Conferences for all new church 
members and for the entire church at least annually. 


* Plan Bible studies on stewardship through Sunday school lessons quarterly or 
annually. 


+ Encourage the use of activities and resources utilizing visual aids, special speakers, 
special days, Vacation Bible School, and others in stewardship education plans. 


+ _ Assist in ways to support church ministries through budget development, promotion 
and commitment. 


* Seek to understand the church's overall stewardship needs. 
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Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


PE Oe 


Prepare the ministry's annual General Operating Budget request. 
Present an Annual Report of ministry to the Executive Council. 


Perform other duties as requested by the Finance Committee. 
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GETHSEMANE MBC 


MINISTRY DESCRIPTION 


Ministry Title: Transportation Committee (Bus/Van) 
Reports To: Director of Facilities 
Staff Advisor: Deacon Chair/ Church Administrator 


Ministry Purpose Statement 


Administer the operation and maintenance of all vehicles owned by the church. Implement 
safeguards in the use of church vehicles. 


Specific List of Responsibilities 


* Oversee the purchase of all church vehicles. Determine that competitive bids are 
received. 

* Give oversight to the Use of Church Vehicles policies and procedures as documented 
in the Facilities Section of the church's Policies and Procedures Manual. Develop new 
or revise existing policies as determined necessary. 


* Ensure that proper screening procedures are being followed regarding drivers of 
church vehicles. 


* Assure that vehicles meet all federal and state regulations. 


* Develop and maintain a preventive maintenance program on all church owned 
vehicles. 


. Ensure that all vehicle and road safety procedures are adhered to as documented in the 
Safety and Protection Policy of the church. 


* Coordinate with the Insurance Committee for all insurance needs. 

* Prepare the ministry's annual General Operating Budget request, 

+ Present an Annual Report of ministry to the Executive Church Council. 

+ Perform other duties as requested by the Director of Facilities/ Deacon Chairman. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 


Ministry Title: Constitution and Bylaws Ad Hoc Committee 
Reports To: Executive Church Council 
Staff Advisor: Senior Pastor / Church Administrator 


Ministry Purpose Statement 


Prepare and/or revise the church's constitution and bylaws for church approval and use. 
The constitution represents the church's philosophy of ministry and basic rules of action 
related to the function and control of the church. Bylaws are basic written guidelines that 
have been agreed on, by church members, concerning the regulation and direction of the 


church's affairs. 
Specific List of Responsibilities 


+ Receive comments regarding deficiencies of the church's constitution and bylaws. 
Investigate comments and determine if the facts warrant modification to these legal 
documents. 


+ _ In the investigation process be cautious to not incorporate individual policies and 
procedures into the Bylaws. The Bylaws represent the general directions of operation 
while the church's Policies and Procedures Manual represent individual resolutions 
regarding the various operational systems of the church (i.e. financial, personnel, 
facilities, etc.). 


+ Ifthe investigated deficiency warrants a revision to the constitution or bylaws, then a 
comprehensive draft of a revision should be prepared. After the initial draft has been 
completed, the draft should first be presented to the program groups, councils, 
committees, and staff, which are affected by the change(s) for them to review. Input 
would be received from these groups with appropriate modifications made to the draft. 


° After the modified draft has been approved by the groups impacted, the draft would 
then be presented to the Executive Church Council and ultimately the Pastor for his 
approval. Once approved by the Pastor the revision(s) would be presented to the 
congregation for their review and approval at the next business meeting. 


* When necessary, church legal counsel will always review the proposed changes to the 
Constitution, Articles of Incorporation and Bylaws before presenting to the 
congregation. 


* Perform other duties as requested by the Executive Church Council. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Pastoral Search Ad Hoc Committee 
Reports To: Executive Church Council 
Staff Advisor: Chairman of Deacons Ministry 


Ministry Purpose Statement 


When a vacancy in the senior pastorate exists, a Pastor’s Search Committee shall be 
established with Church membership approval. The Search Committee will be responsible 
for screening all resumes, interviewing applicants, and confirming the qualifications and 
experience of top candidates. Interim Pastor will not be eligible for Pastoral 
consideration. 


Specific List of Responsibilities 


¢ Prepare or revise, if one already exists, a Position Description outlining the duties and 
responsibilities for the position. 


+ Ensure that all ministerial staff positions meet the spiritual qualifications as stipulated 
in the church's bylaws. 


* Hold discussion meetings with the church body and responsible ministry teams to 
obtain input regarding qualities and expectations regarding the ministerial position. 


¢ From the input received, develop a ministerial profile for the person desired, 


* Gather a packet of information relevant to the church, community and any specific 
areas of ministry for distribution to candidates. 


* Develop a list of questions to use when talking with contacts about potential 
prospects. 


* Make contacts with denominational leaders, churches with similar ministry 
philosophies, seminaries, etc. to locate prospective candidates, 


+ Develop a list of names of prospective candidates and obtain initial information about 
them. 


¢ Develop statements and questions to use when talking to references about the 
candidates! qualities and skills and the methods to use in gaining this information (i.e. 
phone call, letter, etc.). 


+ Investigate available information on selected candidates. 
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Send a preliminary letter of inquiry and the church-community packet of information 
to selected candidates to begin narrowing the list and determining interest. 


Interested candidates should be sent a copy of the Minister's Profile Information and 
an Application of Employment for their completion and return to the church. 


From the return of this information, references and credentials would be verified. 
Additionally, appropriate background checks, including sexual molestation, would be 
performed. 


After reviewing each profile and performing reference and background checks the list 
of candidates will be narrowed. 


Prepare a list of questions to be used in interviewing the candidate. 
Interview the candidate with the highest level of potential first. 


If the interview goes well, request when the candidate could visit the church and meet 
with the committee. 


Arrangements would be made for the primary candidate to visit the community and 
church. 


Allow the candidate to attend worship services and observe other important aspects of 
the church. 


Have the candidate meet with the entire committee, and other invited ministry leaders, 
for further questions and clarifications from both the candidate and the committee. 


Allow sufficient time for reflection and prayer before extending a call to the candidate. 


Once the Pastor’s Search Committee has selected a candidate to fill the proposed 
position, the Executive Church Council will enter into contract negotiations with the 
candidate. 


The minister’s call will detail the annual evaluation process. It will also identify specific 
ministry objectives for the Church and detail information related to compensation, 
fringe benefits, authority and responsibility. 

Extend a call to the candidate. 

Communicate the vote of the church to the candidate. 

Prepare to receive the new Pastor. 

Welcome the new Pastor and his family to the church. 

During the early months, help the new Pastor get off to a good start. 


Perform other duties as requested by the Executive Church Council. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Adult Ministry Team 
Reports To: Ministries Leaders Council 
Staff Advisor: Director of Adult Ministry 


Ministry Purpose Statement 


To assure an ongoing, effective adult ministry, ministering to the specific needs of adults 
and their families and developing outreach opportunities. 


Specific List of Responsibilities 
+ Evaluate the needs of adults and their families in the church and community. 


* Work in cooperation with the Children and Youth Ministry Teams to develop 
programs to keep the family together while ministering. 


* Develop, evaluate and update programs to minister to these needs. 


¢ Assist the church staff and elected adult workers in planning and executing the adult 
program. 


* Develop special events for couples to attend (ie. Sweetheart Banquets, weekend 
marriage retreats). 


* Plan special outreach events and social functions. 


* Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


SY ReNe 


¢ Prepare the ministry's annual General Operating Budget request. 
* Present an Annual Report of ministry to the Ministries Council. 
+ Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Decision for Christ Counselor Ministry Team 
Reports To: Director of Evangelism 


Ministry Purpose Statement 


Assist individuals with decisions they are personally making with the Lord or Savior. Help 
make their decision one that will have an eternal impact. 


Specific List of onsibilities 


Fulfill the requirements for being a counselor as outlined in the Worship Service 
Counselor's Policy. 


Attend required counselor training sessions when offered. 


Feel comfortable in presenting the plan of salvation to lost individuals, Always use the 
scriptures in making your presentation. 


Be familiar with the different types of decisions which a person might desire to make 
at the alter. 


Know the unique counselor pointers on counseling children. 


Complete decision cards and furnish helpful tracks or information about the church to 
each counselee. 


Pray with every individual who comes forward to make a decision. 


Adhere to the Worship Service Counselors guidelines as documented in the Ministry 
Section of the church's Policies and Procedures Manual. 


Prepare the ministry's annual General Operating Budget request. 
Present an Annual Report of ministry to the Ministries Council. 


Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Audio/Visual Services Ministry Team 
Reports To: Minister of Music 
Staff Advisor: Minister of Music 


Ministry Purpose Statement 
Operate and ensure proper upkeep of Gethsemane audio and visual systems. 


Specific List of Responsibilities 
+ Operate the audio and visual systems of Gethsemane. 
¢ Enlist and screen volunteers to serve in this ministry. 


* Provide continued training opportunities to assist volunteers in performing their 
service. 


« Assure the proper care, maintenance and use of all audio and visual equipment. 
Develop and maintain a preventive maintenance program. 


* Recommend changes in the audio and visual systems. This will include recommending 
needed purchases, replacements and upgrades. 


* Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 
Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


SVP YnNe 


¢ Perform other duties as requested by the Minister of Music and Pastor. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Baptism Ministry Team 
Reports To: Mothers of the Church Ministry 
Staff Advisor: Chairman of Deacons Ministry 


Ministry Purpose Statement 
Assist the ministerial staff in preparing for and administering the ordinance of baptism. 
Specific List of Responsibilities 

+ The Baptism Ministry Team will assign someone who will notify all candidates well in 
advance of the scheduled date of baptism. They will be instructed on where to go, 
time to arrive and items to bring when they come. 

+ The Baptism Ministry Team will assign someone to notify the Pastor’s Secretary who 
will then place the scheduled baptism dates on the minister's calendar and remind him 
several days before the service. A list of baptisms by date will also be mailed to the 
ministry team leader. 

* Ministry team members should arrive early to prepare the baptistery for use. 

+ Determine that all necessary baptismal equipment and supplies are ready for use. 


«The Pastor's secretary will provide a list of those to be baptized and place this list on 
the baptistery information board. 


* The candidates will arrive early, as requested. Upon arrival the ministry team 
members will instruct each candidate on the process for baptism. Candidates will be 
allowed adequate time to ask questions. 


* Candidates are responsible for securing all personal valuables. The church will not be 
responsible for any lost or misplaced or stolen articles. 


«The candidate's name will be printed on a sticker which will be placed on their 
shoulder to assist the Pastor in remembering their names. 


+ The secretary will also send a Baptism Certificate to all those baptized. 


* Ministry team members will also assist the minister(s) with any additional information 
they might require during the baptism. 
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The baptistery should be cleaned with all wet towels and robes taken home for 
washing and drying. Floors should be mopped and the baptistery drained. 


Annually, all baptismal facilities and equipment should be inspected by the Director of 
Facilities. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Benevolence Ministry Team 
Reports To: Deacons Ministry 
Staff Advisor: Church Administrator 


Ministry Purpose Statement 


To glorify Jesus Christ by sharing Christ's love in a material way with needy people in and 
outside our congregation. 


Specific List of Responsibilities 


¢ Determine the spiritual condition of everyone who seeks help, encouraging them in 
their walk with Christ if they are believers and sharing the Gospel of Jesus Christ if 
they are not born again. 


+ Determine the amount and frequency of assistance to individuals or families. 


* Identify and meet the needs presented, in a godly, wise, and Biblical manner and within 
the limitations of this ministry. 


* Identify the root causes of needs, rather than only the outward symptoms and share 
that information with the parties who are seeking help. 


* Formulate and carry out a plan to remedy the root causes of the needs. 


* Involve each recipient of help in the life and activities of our church (in the most 
appropriate and beneficial way possible). 


* Recruit and train volunteers to serve in this ministry based on their spiritual giftedness. 


* Locate church members and community businesses that will provide areas of 
assistance (i.e. automotive repairs, grocery store gift certificates, etc.). 


¢ Investigate and determine reputable community service agencies which the ministry 
team can refer needy individuals to. 


¢ Investigate and administer benevolence resources as needed. 
+ Adhere to the Benevolence guidelines as documented in the Ministry Section of the 


church's Policies and Procedures Manual. These guidelines also provide 
responsibilities for the various ministry team members. 
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Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


Prepare the ministry's annual General Operating Budget request. 
Present an Annual Report of ministry to the Ministries Council. 


AAS wy 


Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Bus Ministry Team 
Reports To: Dir. of Christian Education/ Dir. of Facilities 
Staff Advisor: Dir. of Christian Education / Administrator 


Mini: Pu Statement 


To provide the program and personnel for the transportation of children, the elderly, the 
handicapped and others who may need transportation to or from any church program or 


activity. 
Specific List of Responsibilities 


* Establish mission and ministry opportunities that address the needs of those that this 
service contacts. 


* Enlist personnel to perform these services. Screen all bus drivers through the church's 
insurance company and state Department of Motor Vehicles to determine if the 
volunteer is a safe driver. 


* Maintain a list of Approved Vehicle Drivers. No individual should be allowed to drive 
a church vehicle unless they have been screened and their name appears on this list. 
Refer to the Use of Church Vehicle Policy located in the Facilities Section of the 
church's Policies and Procedures Manual, 

* Notify the Transportation Ministry Team of any mechanical problems, needed repairs 
or additional equipment requirements. This ministry team will work closely with the 
church's Transportation Committee. 

* Coordinate programs and uses with other church organizations. 


+ Assure that all vehicles are operated in accordance with rules and regulations 
established by the Transportation Ministry Team. 


* Prepare the ministry's annual General Operating Budget request. 
* Present an Annual Report of ministry to the Ministries Council. 
+ Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 


MINISTRY DESCRIPTION 


Ministry Title: Caring Hands Ministry Team 
Reports To: Ministry Leaders Council 
Staff Advisor: Director of Discipleship and Outreach 


Ministry Purpose Statement 


The Caring Hands Ministry Team is a visitation ministry that brings compassion and 
assistance for the sick and hurting in the hospital or home. 


Specific List of Responsibilities 


. It is the goal of the ministry to serve those in need who are a part of the body or 
"community" of Gethsemane. This ministry will also serve those who live in the 
surrounding communities. 


* This ministry demonstrates God’s care to people who are hurting. Caring may be 
expressed by those serving on Caring Hands Ministry Team through fellowship, 
prayer, sharing of scripture, or in some instances, assistance with household tasks. 
The Caring Hands Ministry Team also provide support to family members, friends and 
neighbors of hurting individuals as specific needs arise. 


* Each person who wishes to serve on the Caring Hands Ministry Team is assigned to a 
team near their home or workplace. Each team has a leader who contacts team 
members with visitation needs and who supports and assists each team member as 
needed. 


. Caring Hands Ministry Team members provide a vital link between Gethsemane and 
those in need. Members with spiritual gifts of encouragement, mercy, or helps and 
have a passion for ministering to members of the Gethsemane "community" and those 
who live in the surrounding areas are needed for this ministry. 

* Prepare the ministry's annual General Operating Budget request. 

* Present an Annual Report of ministry to the Ministries Council. 


* Perform other duties as requested by the Ministries Council or the Pastor. 
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GETHSEMANE MBC 


MINISTRY DESCRIPTION 


Ministry Title: Counseling Ministry Team 
Reports To: Ministry Leaders Council 
Staff Advisor: Director of Counseling / Senior Pastor 


Ministry Purpose Statement 


The Gethsemane Counseling Mini ry exists for the purpose of assisting members of the 
church body in their spiritual, emotional and relational growth by helping them deal with 
emotional barriers that inhibit growth. 


Emotional development is the focal point of the Gethsemane Counseling Ministry. 
Counselors are available to help people develop spiritually by helping them to work 
through their emotional problems. Assistance in this area is available through individual 
therapy and group therapy as well as through a variety of programs offered through 
Gethsemane. 


Specific List of Responsibilities 


° The Gethsemane Counseling Ministry trains ministry leaders to respond to the pain of 
the members within their ministry. Lay Counseling is viewed as a regular part of the 
ministry leaders’ training for many ministries at Gethsemane. 


Other Responsibilities 


* Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


AWFSYNE 


+ Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 


MINISTRY DESCRIPTION 


Ministry Title: Evangelism and Outreach Ministry Team 
Reports To: Ministry Leaders Council 
Staff Advisor: Director of Evangelism 

Mini: Pu Statement 


The primary purpose of the Evangelism Ministry at Gethsemane is two-fold: to educate, 
equip and encourage the believers who attend Gethsemane for personal evangelism, as 
well as to help them in their contact with nonbeli ers for the purpose of bringing them to 
Christ; and to identify and challenge gifted evangelists so they can work through the 
church's existing ministries to bring people to Christ. 


Specific List of Responsibilities 


Evangelism Seminars Evangelism seminars are designed to motivate believers to 
build friendships with non-Christians, to teach them to relate what Christ has done in 
their lives in a natural way, to present the gospel message clearly and concisely, and to 
equip them for dealing with the questions and objections that seekers inevitably raise. 
These seminars are designed not just for those with a spiritual gift of evangelism, but 
for all of our members. 


Evangelism Teams Evangelism Teams are comprised of Gethsemane attendees who 
have spiritual gifts or passion in the area of personal evangelism. Many who serve 
primarily in other ministries within the church are on these teams. Team members 
meet every other month for the purpose of inspiring, motivating and challenging each 
other toward increased fruitfulness, as well as to highlight upcoming evangelism- 
related opportunities. 


Other Responsibilities 


Help all church members know and understand: 

a the heart of God for the lost 

b. the condition of man without Christ 

c. the content of the gospel of the grace of God 

d. our position and responsibility as an ambassador of Christ and minister of 
reconciliation 

that every believer has been entrusted with the gospel. 


9" 


Help each church member to be personally involved in praying for the lost, sharing the 
gospel, and giving of their resources for the sake of the gospel. 
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Provide opportunities for the body to be locally exposed to the ruin of human lives 
without Christ. 


Encourage short-term mission opportunities to expose church members to the needs 
and challenges globally. 


Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


AwSwepe 


Present an Annual Report of ministry to the Ministries Council. 
Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Flower Ministry Team 
Reports To: Director of Deacons Ministry 


Ministry Purpose Statement 


Provide flower arrangements or other decorations that will enhance the weekly 
congregational worship and special services, This ministry team will coordinate 
decorations with the persons planning worship services, 


Specific List of Responsibilities 


* Develop and maintain policies and procedures for acquiring, arranging, and disposing 
of flowers for worship services. 


* Acquire and pick-up flowers from the church florist Saturday afternoon. 
* Arrive early on Sunday to place arrangements. 


* At the conclusion of the evening service remove flower arrangements. Arrangements 
will be taken to a nursing home or an elderly shut-in. 


* Order other arrangements for special events of the church (i.e. anniversaries, revivals, 
ete.). 


* Order flowers for special occasions or memorials when requested. 
* Supply arrangement of artificial flowers as necessary. 

* Prepare the ministry's annual General Operating Budget request. 

* Present an Annual Report of ministry to the Ministries Council. 

+ Perform other duties as requested by the Ministries Council 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Food Pantry Ministry Team 
Reports To: Executive Church Council 
Staff Advisor: Director of Food Services / Kitchen Ministry 


Ministry Purpose Statement 
.To provide food and clothing to needy individuals and families within Gethsemane and, 
when possible, to the community at large. 


James 2:15-16 - Ifa brother or sister is without clothing and in need of daily 
Sood, and one of you says to them, "Go in peace, be warmed and be filled," and 
yet you do not give them what is necessary for their body, what use is that? 


Specific List of Responsibilities 
* Stock pantry with foods donated from church families or purchased from Food Bank. 
* Coordinate two food drives each year - one in the spring and one in the fall. A list of 
suggested food items will be made available. Perishable food or any food in previously 
opened containers cannot be accepted. 


* Clothing donations are accepted on an “As Needed” basis. 


+ Throughout the year, other items can be donated such as any paper products, 
shampoo, laundry and bar soap, toothpaste, deodorant and other personal toiletries, 
These can be brought directly to the pantry during open hours. 

* Cash donations can also be made to the church for the Food Pantry. 

* Information about other Gethsemane ministries are available to all persons using the 
pantry. 

¢ Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 

Effectiveness in accomplishing the church's ministry purpose, objectives and goals 

Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 

* Prepare the ministry's annual General Operating Budget request. 

* Present an Annual Report of ministry to the Ministries Council. 


* Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Hospitality Ministry Team 
Reports To: Executive Church Council 
Staff Advisor: Deacons Ministry 


Ministry Purpose Statement 
To coordinate and organize church-wide receptions and social events when directed. 


Minister to staff members when various needs and special occasions and recognitions 
arise. 


Specific List of Responsibilities 
¢ Consult with staff regarding needed hospitality events. 


+ Minister to staff members when the following occur: illnesses, deaths, employment 
terminations, birthdays, anniversaries and special events. 


* Arrange for food and supplies to be used at the hospitality event. Consult with the 
Food Service Ministry Team as necessary. 


. Decorate appropriate area. Consult with Facilities staff regarding set-up and tear- 


down. 


* Ministry team members will serve as host and hostesses for the event. 
* Clean-up area after event and bring room back to the normal set-up. 


* Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


AWSYN— 


* Present an Annual Report of ministry to the Ministries Council. 


: Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 


MINISTRY DESCRIPTION 


Ministry Title: Lord's Supper Ministry Team 
Reports To: Mothers of the Church Ministry 
Staff Advisor: Deacon Chairman/ Director of Facilities 


Ministry Purpose Statement 


Assist the Pastor and deacons by preparing the elements for the observance of the Lord's 
Supper. In addition to the preparation of the elements, other duties related to the Lord's 
Supper should be considered. The Pastor and the church’s Lord's Supper Ministry Team 
should work together to ensure that all duties are clearly assigned to the appropriate 
group. 


Specific List of Responsibilities 


* Assist the Pastor and deacons in planning the schedule for the observance of the Lord's 
Supper. 


* Maintain an inventory of all Lord's Supper equipment and request additional 
equipment as needed. 


* Maintain an adequate supply of materials used for the Lord's Supper and purchase 
additional supplies as needed. 


+ Arrive early to prepare elements well in advance of the service. 


* See that all necessary Lord's Supper equipment and supplies are in place prior to each 
observance of the Lord's Supper. Provide extras in case of unusually high attendance. 


* Arrange for all Lord's Supper equipment to be gathered, cleaned, and stored after each 
observance. 


+ Arrange for the proper storage of all supplies used for the Lord's Supper. 
* Clean and put back in order the area used in Preparing for the Lord's Supper. 


* Evaluate the work of the ministry team by receiving feedback from the ministers, 
deacons, and church regarding ways to improve planning and preparation. 


+ Perform other duties as requested by the Deacon Chairman. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Marriage Preparation Ministry Team 
Reports To: Executive Church Council 
Staff Advisor: Senior Pastor 


Ministry Purpose Statement 


Provide biblical insights, relational assistance, and accountability to those endeavoring to 
be married, in order to build God honoring relationships that will stand the test of time. 


Specific List of Responsibilities 
* Marriage Preparation Packets After the initial contact by phone, a couple is sent a 


packet by mail. Once these profiles and questionnaires are completely filled out and 
returned, an appointment is scheduled with a Marriage Preparation Interviewer. 


* Premarital Seminars Reading assignments are assigned to every couple and 
attendance at our Pre-Marital Seminar and our Pre-Marital Budget Seminar is 
required, 


Other Responsibilities 


* Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


AYEYLYPe 


* Prepare the ministry's annual General Operating Budget request. 
* Present an Annual Report of ministry to the Ministries Council. 


* Perform other duties as requested by the Pastor. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Men's Ministry Team 
Reports To: Ministry Leaders Council 
Staff Advisor: Chairman of Deacons Ministry 


Ministry Purpose Statement 


Assist men in developing a strong personal relationship with the Lord and equipping them 
to be the spiritual leaders in their homes, in the church and in the marketplace. 


Specific List of Responsibilities 


* Men's Luncheon Each spring a luncheon is sponsored by Men's Ministries. This event 
is designed as an outreach. Men in the church are encouraged to invite family and 
friends to join together for a time of fellowship and teaching by a guest speaker on 
issues facing men today. 


* Men's Breakfast On the second Saturday of each month, men of Gethsemane, meet 
for a continental breakfast, fellowship and discussion of their needs. A guest speaker 
or the Pastor addresses particular concerns relating to the man. 


* Workshop Seminars One-day seminars are offered during the Men’s Annual Day 
program. Topics discussed relate specifically to men and are ones that are not usually 
addressed during Men’s Breakfast. 


+ Discipleship Groups Discipleship groups provide men with the opportunity to mature 
spiritually by offering them the chance to make a long-term commitment to personal 
Christian growth and development. The goal of each group is to expand the 
knowledge and perspective of God's greatness and His involvement in each member's 
life and to help members develop a spirit of, which is pleasing to the Lord. Group 
members are encouraged to develop Christ like relationships, become independently 
dependent on God, and to understand and use their spiritual gifts in the church and 
marketplace. 


These discipleship groups are limited to men who really desire to grow spiritually. 


The purpose of the groups is not only to provide an in-depth study of God's Word, but 
to offer a setting that encourages personal growth in character as well. 


Other R bilities: 


+ Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 
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Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


+ Prepare the ministry's annual General Operating Budget request. 
* Present an Annual Report of ministry to the Ministries Council. 


AAPL Ne 


¢ Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Missions Ministry Team 
Reports To: Ministry Leaders Council 
Staff Advisor: Director of Evangelism and Outreach 


Ministry Purpose Statement 


To develop and implement a program of missions and mission awareness; to balance the 
mission needs of the community with the financial resources of the church. 


Specific List of Responsibilities 


* Conduct studies and recommend plans for special mission endeavors as opportunities 
develop. 


* Implement approved mission activities. 


+ Establish and maintain communication with the associational missions ministry team 
and other appropriate groups outside the church. 


* Meet monthly to discuss mission Bible Lessons. 


* Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


AYP wWNE 


+ Prepare the ministry's annual General Operating Budget request. 
* Present an Annual Report of ministry to the Ministries Council. 


* Perform other duties as requested by the Ministries Council. 


279 


GETHSEMANE MBC 


MINISTRY DESCRIPTION 


Ministry Title: Music Ministry Team 
Reports To: Executive Church Council 
Staff Advisor: Minister of Music 


Ministry Purpose Statement 
To assure a music program which provides a spiritual ministry to all ages. 
Specific List of Responsibilities 
. Assist the music staff in planning and sustaining a total church music program. 
* Develop ways to enlarge the scope and effectiveness of the music ministry. 
+ Enlist music leadership and new choir members, 
° Determine member’s interest in starting a church orchestra. 
* Sponsor a music festival once a year. 


* Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


* Prepare the ministry's annual General Operating Budget request. 


AWRY E 


* Present an Annual Report of ministry to the Ministries Council. 
+ Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 


Ministry Title: Prayer Ministry Team 
Reports To: Ministry Leaders Council 
Staff Advisor: Associate Minister 


Ministry Purpose Statement 


Intercessory prayer strengthens the body as it runs the race of ministry. 


Specific List of Responsibilities 


* Refer to the Intercessory Prayer Ministry guidelines, which are documented in the 
Ministry Section of the church's Policies and Procedures Manual. These guidelines set 
forth the following areas: 


ee a a Se ee 


Enlist New Members 

Train New Workers 

Fill Hours With Reserve Prayer Warriors 
Acquiring Prayer Requests 

Prayer Requests 

Answered Prayer 

Hospital Patients 

Prayer grams 

Greeting Cards 

Keep Prayer Ministry Current 

Maintain Adequate Supplies 

Mail 

Files and Records 

Maintain Atmosphere for Prayer in Prayer Room 
Prepare Annual Budget 

Be Available 

Help Other Churches Begin a Prayer Ministry 


* Present an Annual Report of ministry to the Ministries Council. 


+ Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 


Ministry Title: Senior Adult Ministry Team 
Reports To: Ministry Leader Council 
Staff Advisor: Director of Christian Education 


Ministry Purpose Statement 


To assure an ongoing, effective senior adult program, ministering to the specific needs of 
senior adults and developing outreach opportunities. 


Specific List of Responsibilities 
Evaluate the needs of senior adults in the church and community. 
Develop, evaluate and update programs to minister to these deeds. 
Monitor senior adult programs of other churches. 


Assist the church staff and elected senior adult workers in planning and executing the 
senior adult program. 


Involve senior adults in all areas of the church. Depart their wisdom into younger 
ministry programs. 


Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


Pyrenees 


Prepare the ministry's annual General Operating Budget request. 
Present an Annual Report of ministry to the Ministries Council. 
Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 


MINISTRY DESCRIPTION 
Ministry Title: Single Adult Ministry Team 
Reports To: Ministry Leaders Council 
Staff Advisor: Director of Singles Ministry 


Ministry Purpose Statement 


To assure an ongoing, growing, effective Single Adult program which ministers to the 
special needs of Single Adults and develops outreach opportunities. 


Specific List of Responsibilities 
¢ Evaluate the needs of single adults in the church and in the community. 
* Develop, evaluate, and update programs to minister to these needs. 


* Assist the Church, the Staff, and elected Single Adult workers in planning and 
executing the Single Adult programs. 


+ Administer funds provided and develop budget requirements as instructed by the 
Finance Committee. 


¢ Cooperate and coordinate with other church committees and ministry teams. 


+ Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


Dw Sy Noe 


¢ Prepare the ministry's annual General Operating Budget request. 
+ Present an Annual Report of ministry to the Ministries Council, 


¢ Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 


MINISTRY DESCRIPTION 


Ministry Title: Usher's Ministry Team 
Reports To: Ministry Leaders Council 
Staff Advisor: Church Administrator 


Ministry Purpose Statement 

The ministry of the usher goes far beyond opening a door. The purpose of an usher is to 
represent Christ to all that come to worship at the church. Ina sense, they serve as the 
host of the building in which believers and strangers gather to seek God. This purpose 
alone expresses the privilege and responsibility that falls to a church usher. 

Specific List of Responsibilities 
+ Arrive early for worship service (15 - 30 minutes prior to starting time is usual). 
* Make sure that all appropriate doors are opened and lights are turned on. 
+ Always check the rest-room facilities for cleanliness. 
* Ifnecessary, sweep or clean entrance ways. 
+ Check thermostat settings for appropriate cooling and heating. 
¢  Ifnecessary, pick up any trash on church pews and straighten hymnal rack materials. 


+ Make sure bulletins, offering plates, guest cards, and other needed materials are ready 
and available. Be clear on the order of worship. 


+ As guests arrive, greet them with a smile and a warm word of welcome. Introduce 
yourself. 


* Assist people with information, materials, and seating as needed. 
* During the service be aware of needs and move to meet such needs appropriately. 


* Gather offerings during service. No usher should ever be left alone when the offering 
is being taken. 
. Assure that small children do not enter restrooms unattended without parents. 


* Concentrate on the worship service and participate appropriately. 
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After the service, open doors and assist people as needed for departing. 


When people have left, check thermostats again, close doors, turn off lights, pick up 
clutter, and answer questions if needed about the next service. 


Enlist members to serve as ushers. 
Develop plans for handling emergencies and interruptions during the service. 
Develop plans for the security of buildings, grounds and parking areas during services. 


Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry Purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church ~ 

Compliance with applicable governmental laws and regulations 
Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


Prepare the ministry's annual General Operating Budget request. 
Present an Annual Report of ministry to the Ministries Council. 


AVAL 


Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Women's Ministry Team 
Reports To: Ministry Leaders Council 
Staff Advisor: Director of Christian Education 


Ministry Purpose Statement 


Women's Ministries seeks to assist the church in equipping women to meet the spiritual, 
relational and short-term emergency needs of women and their families who are a part of 
Gethsemane. 


Leaders of the Women's Ministries team recognize that it is impossible to meet all of the 
needs of women within the body through this ministry alone, but believe that they are 
capable of effectively assisting the church in ministering to areas of need that may be 
unique to women. They have chosen to target the spiritual needs of women because they 
believe that if this need is met, relational and emotional needs will be met as well. 


Specific List of Responsibilities 


It is important to remember that families, friends, work and church all demand a woman's 
time. The leaders of the Women's Ministries at Gethsemane recognize this and believe 
that it is possible to “over-program." For this reason a greater emphasis is placed on the 
quality rather than the quantity of the program. 


A program that will effectively minister to women in the church must incorporate 


opportunities for spiritual growth for new believers, those who are ready to take the next 
step in their faith and those who are committed to becoming fully devoted followers. 


Entry Level Opportunities 
Regular programming for this level of spiritual commitment includes the following: 


Monthly Verse Calendar: Women may not have time for daily devotions. This calendar 
provides a verse for each day of the month. 


Women's Breakfast: Once a year, during the Women’s Annual Day, the women meet 
for breakfast, fellowship and discussion of their needs in the marketplace. A guest speaker 
address particular concerns of women. 


Bible Study: Classes are offered one Friday a month throughout the year. These classes 
are designed to help women understand their value to God and to gain a deeper 
knowledge of Him, to teach women how to apply this knowledge in their lives, to provide 
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opportunities for women to discuss this material, to encourage women to move toward 
discipleship and to provide an atmosphere that encourages friendships. 


Workshop Seminars: One-day seminars will be offered at least once each year. Topics 
discussed relate specifically to women that are usually not addressed during the Bible 
Study time periods. 


Discipleship Groups: Discipleship groups provide women with the opportunity to 
mature spiritually by offering them the chance to make a long-term commitment to 
personal Christian growth and development. The goal of each group is to expand the 
knowledge and perspective of God's greatness and His involvement in each member's life 
and to help members develop a spirit of contentment, gentleness and quietness. Group 
members are encouraged to develop Christ like relationships, become independently 
dependent on God, and to understand and use spiritual gifts in the home as well as in the 
church, 


These discipleship groups are limited to women who really desire to be godly women. 
The purpose of the groups is not only to provide an in-depth study of God's Word, but to 
offer a setting that encourages personal growth in character as well. 


Other Responsibilities 

* Provide reasonable assurance that the following FirstChurch ministry objectives have 
been achieved in their specific ministry: 

Effectiveness in accomplishing the church's ministry purpose, objectives and goals 

Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 


Reliability in the managing and reporting of church finances 
Observance of internal policies, standards and procedures 


* Prepare the ministry's annual General Operating Budget request. 
* Present an Annual Report of ministry to the Ministries Council. 


SYPYNE 


* Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTION 
Ministry Title: Young Adult Ministry Team 
Reports To: Ministry Leaders Council 
Staff Advisor: Director of Christian Education 


Ministry Purpose Statement 


To assure an ongoing, effective young adult program, administering to the special needs of 
singles and young married and developing outreach opportunities, 


. 


Specific List of Responsibilities 
Evaluate the needs of young adults in the church and community. 
Develop, evaluate and update programs to minister to these needs. 
Monitor young adult programs of other churches. 


Assist the church staff and elected young adult workers in planning and executing the 
young adult program. 


Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


Prepare the ministry's annual General Operating Budget request. 
Present an Annual Report of ministry to the Ministries Council. 


AY RYN 


Perform other duties as requested by the Ministries Council. 
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GETHSEMANE MBC 
MINISTRY DESCRIPTIONS 
Ministry Title: Youth Ministry Team 
Reports To: Ministry Leaders Council 
Staff Advisor: Director of Youth Ministry 


Ministry Purpose Statement 


Organize and develop an effective ministry plan to accomplish the Youth Ministry Purpose 
Statement and Ministry Objectives as outlined in the Youth Ministry Description. 


Leadership Composition 


The senior high leadership shall be composed of a Senior High Coordinator, senior high 
Sunday School Teacher(s), and a leadership team of interested parents or singles for each 
of the areas of Discipleship, Evangelism and Outreach, Special Events, and Fellowships 
and Activities. Each of these leadership teams should appoint a spokesman from within its 
group. All senior high parents will function in an advisory capacity to the senior high 
leadership. The Senior High Coordinator will be approved by the Pastor. The Senior 
High Coordinator will approve all other senior high leaders. 


Specific Ministries 


The senior high leadership will be responsible for the following ministries as they relate to 
the senior high youth: 


1. Instruction and Discipleship 
- Sunday School 
- Small group discipleship 
- 1 to 1 discipleship 
- Prayer emphasis 

2. Evangelism and Outreach 


- Involvement in local outreach ministries 
- Involvement in global outreach ministries 


3. Special Events and Fellowship 


- Worship service participation 
- Monthly or quarterly social events 
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~ Special events planned with parents 
- Annual camps/seminars 

- Trips to visit college campuses 

- Fund raising events 


Specific Duties and Responsibilities 
enior Hi; inator 


- Determine that all senior high leaders are fulfilling their responsibilities on an 
effective and efficient manner 

- Give direction and assistance to leaders as requested 

- Set dates and times for leadership Meetings 

- Communicate with selected members before each meeting to determine agenda 
items and if status reports need to be given 

-  Pre-think and organize agendas for meetings and stay within time constraints 

- Plan meetings with senior high parents for the purpose of obtaining feedback, 
involvement, and assistance in ministering to their youth 


- _ Assign additional responsibilities to senior high leaders as considered necessary 

- Appoint a leadership secretary to take minutes of leadership meetings, distribute 
such to each leader on a timely basis, and assist the Coordinator in other duties as 
he feels appropriate 


Sunday School Teacher(s) 


- Order curriculum with topics of interest for young men and women 

- Seek to be creative in making Biblical instruction and application 

- Plan effective Sunday morning fellowship and refreshment times 

- Develop an effective prayer/share time 

-  Adequately prepare and teach God's Word 

- Consider special teaching themes in such areas as: parents, daily prayer life, daily 
scripture reading, purpose of the church, habits, dress, authority levels, peers, 
work habits, marriage, college/education options, money management, etc. Use, 
involve, and invite parents to these special teaching times 

- Periodically, plan for an elder to give a testimony or spiritual point of insight as it 
relates to youth 

- Create opportunities for one-on-one counseling 

- Build relationships with teachers and youth 

- Communicate upcoming planned activities and stimulate interest 

- Plan special class activities (i.e. music, testimonies, skits, etc.) 

- Create opportunities for member and visitor outreach and follow-up 

- Display a positive and excited attitude about the youth ministry 

- Perform others duties as they arise 


290 


- Plan effective fellowship and refreshment times 

- Develop an effective prayer/share time 

- Adequately prepare and teach God's Word 

- Consider special teaching themes 

- Create opportunities for one-on-one counseling 

- Build relationships with leaders and youth 

~ Communicate upcoming planned activities and stimulate interest 
- Display a positive and excited attitude about the youth ministry 
- Perform other duties as they arise 


- Communicate with church Ministry Leaders ways the youth can become involved 
in their local and global outreach ministries and what times would be best (i.e. 
assist in giving testimonies in jails, participation in summer mission trips, tours 
(ail, Drug Rehabilitation Center, Youth Detention Center, etc), youth seminars for 
learning and outreach, etc) 

- Plan special evangelism events, which would allow our youth to bring their lost 
friends from their school (i. pizza party, sporting events, etc) 

- Organize details of ministry events well in advance and obtain input from other 
youth leaders 

- Solicit involvement from senior high parents (i.e. through prayer, helping in 
functions, etc.) 

- Set dates and place on church calendar 

- Communicate plans with senior high teachers and other leaders 

- Write thank you notes to all individuals involved 

- Display a positive and excited attitude about the youth ministry 

- Perform other duties as they arise 


Special Events Leadership Team 


- Plan annual youth camps 

- Plana parenting seminar each year. Have pastoral staff and elders teach on biblical 
principles on parenting and cover those specific areas where the youth leadership 
have noticed a need for parenting i vement 

- Plana special "Youth Sunday". Have youth distribute, Sunday morning 
bulletins/visitor cards, prepare special music, give testimony, scripture reading in 
worship services, collect hymnals, reset auditorium, etc. 

- Plana special event around Thanksgiving or Christmas (ie. food baskets to needy 
families, etc) 

- Plana parent/youth church facilities work day. 

- Display a positive and excited attitude about the youth ministry 

- Perform other duties as they arise 
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Fe ips and Activities Leadership Team 


- Organize details of social events well in advance and obtain input from other youth 
leaders (i.e. picnics, ball games and other sport activities, camp-outs, 
camps/retreats, Christian college opportunities, Bible/Youth conferences, 
father/son and mother/daughter functions, etc), 

- Organize events benefited by other ministries (car wash - proceeds to local 
outreach ministry, baked goods for Homeless Ministry, etc) 

- Plan several ministry events where the entire family of the youth can be involved 

- Solicit participation from senior high parents (ie. use of their home, assisting in 
events, providing refreshments, etc.) 

- Set dates and place on church calendar 

- Communicate plans with senior high teachers and other leaders 

- Write thank you notes to all individuals involved 

- Display a positive and excited attitude about the youth ministry 

- Perform other duties as they arise 


Each senior high leader should be alert to other interested and committed parents and 
singles as it relates to ministry and/or leadership involvement. They should continually 
request input and prayer support from all parents of youth. Parents should always be 
allowed to attend youth leadership meetings and be given the opportunity to give input. 


Other Ministry Concepts Use to Minister to Students: 
Team Competition 


The teams compete with one another in carefully chosen events, encouraging team unity 
and promoting self-confidence. Designed for both athletic and nonathletic students, this is 
not a time of cut-throat competition. Rather, this is a time of friendly competition, where 
team members are encouraged and affirmed by their peers and leaders for participation 
rather than performance. Christian music is playing in the background during this time and 
students are encouraged to be wild, crazy and fun-loving. 


Small Groups 


The small group environment is where ministry becomes personal and lives are touched. 
Small groups meet each week before the message to discuss the topic of the week. 
Questions to promote discussion are prepared by the youth leadership and are distributed 
to the small group leaders several days prior to their meeting. These questions are 
designed to draw out the opinions and feelings of the students. This is not a lecture 
teaching time, it is group discussion. 


Small group leaders are youth ministers. They are actively involved in the lives of the 
students within their group. Friendships are encouraged not only between the students but 
also with the leader. The leader serves as a positive, godly adult role model in the life of 
each student and encourages a relationship of respect, love, kindness and discipline. 
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Leaders are expected to contact each core student in their group during the week to help 
stay in touch. 


Special Musi 


Positive or negative, music plays a vital role in the student's life. Leadership understand 
the entertainment value of music as well as its potential as a powerful tool. For this 
reason, leaders incorporate both secular music that has been screened and contemporary 
Christian music to enhance the topic being covered. 


Message 


Messages given during youth events deal with topics that students are concerned about. It 
is imperative that the students understand that the truths of Jesus Christ are relevant to 
their lives, These issues are not superficially examined. They are discussed in depth with 
honesty and integrity. Students need to know that these problems will not simply "go 
away" if they trust Jesus. Rather, they need to understand that He wants to help them 
work through these problems. Examples of some issues discussed include character, peer 
pressure, substance abuse, sexuality and family struggles. 


Special Events 


Each year the Youth Ministry Team plans special outreaches and events to provide 
opportunities for students to expose their friends to the student ministry in a fun and 
creative environment away from the church campus. Examples of these types of events 
include summer camp, a winter retreat, weekend rally, and a miniature golf tournament. 


‘Team Buildi 


Students from various surrounding communities are placed on a team according to the 
high school that they attend. This gives individuals an opportunity to meet and build 
relationships with other students they see throughout the week. Teams meet together for 
an hour prior to the program. Half of this hour is used for a time of physical competition 
with other teams and the remaining time is used for team interaction. Team leaders use 
creative programming ideas to prepare students for the upcoming evening's program. The 
team meetings also provide a place for new students to be introduced to the team 
members. 


Teaching 


Each week a message is given to the students who attend student functions. The message 
addresses current issues that are relevant to students showing that a personal relationship 
with Jesus Christ is a realistic solution to many problems facing high school students 
today. Topics are often controversial and always Bible-based. The purpose of the 
message is to impress upon students the absolute wisdom of God and the importance of 
obedience to Him. 


293 


. 


Provide reasonable assurance that the following Gethsemane ministry objectives have 
been achieved in their specific ministry: 


Effectiveness in accomplishing the church's ministry purpose, objectives and goals 
Efficiency in performing assigned responsibilities and duties 

Assessment of possible risks and exposures to the church 

Compliance with applicable governmental laws and regulations 

Reliability in the managing and reporting of church finances 

Observance of internal policies, standards and procedures 


AMWPYN= 


Prepare the ministry's annual General Operating Budget request. 
Present an Annual Report of ministry to the Ministries Council. 


Perform other duties as requested by the Ministries Council. 


APPENDIX J 
GENERAL ADMINISTRATIVE POLICIES AND PROCEDURES 
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GETHSEMANE MISSIONARY BAPTIST CHURCH 


POLICIES AND PROCEDURES 


GENERAL ADMINISTRATION 
SECTION C 


SUB SECTION SUBJECT MATTER 


A. 


FYNe 


SLPNAVAwWNS 


Management of Church Files and Records: 
Current Filing System... 
Disposal of Gethsemane 


Master Church Calendar: 
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PAGE 


Membership Records: 
Adding New Members. 
Changes to Membership Records. 
Membership Lists ........ 
Other Membership Duties. 


Placement of Non-Gethsemane Literature 
Church Bulletin .. 


Announcements in Worship Services 
General Advertising............... 
Cancellation of Church Services. 


Office Supplies and Stationery: 
Purchase of Office Supplies 
Receipt and Inventory. 


eenNe 


SINAN 


Collect Telephone Calls... 
Scheduling of Receptionist Duties. 


Facsimile Machines.......... 
Use of Telephone for Personal Use 


Mail and Shipping Services: 
Outgoing Mail... 


Office Equipment: 
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Other General Administration Matters: 
Assistance to Non-Members and Transients. 
Maintaining Statistical History 
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MANAGEMENT OF CHURCH FILES AND RECORDS 


Church Policy: 


Ledgers, records and files of Gethsemane will be maintained in a "decent and orderly" 
manner. The primary purposes for this policy are to assist leadership in locating needed 
documentation in a timely fashion for general management, financial and church 
operational purposes and to comply with legal, governmental requirements. 


"This is what the Lord Almighty, the God of Israel, says: Take these 
documents, both the sealed and unsealed copies of the deed of purchase, 
and put them in a clay jar so they will last a long time." Jeremiah 32:14 


"In the fortieth year of David's reign a search was made in the records, 
and capable men among the Hebronites were found at Jazer in Gilead." 
1 Chronicles 26:31 


Procedures: 
CURRENT FILING SYSTEM 


Each ministry department (i.e. education, music, evangelism, administration) shall 
have a central filing system in place, which allows for the ease in storing and 
locating files, which are pertinent to that ministry area. 


The Ministry Secretary and Church Secretary shall maintain this departmental 
central filing system. 


No ministry books, records or files should be removed from the church facilities 
without receiving prior approval from the ministry Department Head. 


The following generally accepted filing procedures will be used in all ministry 
departments for the purpose of locating needed documentation in a timely 
fashion: 


+ Filing cabinets, desk drawers and other files will be maintained in the 
following, generally accepted rules of order: 


Front to Back 

Left to Right 

Top to Bottom 

Newest to Oldest (in cases of chronological records) 


ee ee 
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* File folders should be of a consistent style. File folder tabs should always 
protrude over the material being filed. 


* File folder labels should be placed at the beginning or front of a file or group 
of files. If color-coded labels are used, they must be consistently used on a 
specific subject matter. 


+ Alphabetical files should always be filed under broad topical categories. All 
subtopic groups should also be maintained alphabetically. 


* File folders should never be filed under individual employee names (except 
personnel) to avoid confusion and refiling in the event of staff turnover. 


° File folders should always be filed under the actual name of a company or 
church. File folders of individuals should be filed by the persons "Last name" 
then First name and Middle initial. 


+ Empty file folders should not be filed. 


* Number of file folders being maintained in an individual file cabinet or desk 
drawer should be limited to a number that allows for easy access. "Stuffing" 
folders into tight drawers will damage the file folder and possibly the material 
being filed. 


DISPOSAL OF GETHSEMANE BAPTIST RECORDS 


The disposal of official church documents and records will be the responsibility of 
the Church Secretary. Annually, this individual will perform a review of 
documents/records to be destroyed. No documents will be destroyed without 
permission of Church Administrator. All destroyed documents must comply with 
governmental retention periods. 


299 


MASTER CHURCH CALENDAR 


Church Policy: 


In an effort to ensure that all ministry events are being planned in accordance with the 
statement of purpose for Gethsemane Missionary Baptist Church, are being properly 
communicated to the entire membership or a selected group, and are not in conflict with 
other previously planned events or functions, a Master Church Calendar will be prepared 
and maintained to assist all Ministry Leaders. 


Ministry activities and meetings must not conflict with the regularly scheduled services of 
the church (i.e. morning and evening worship services, Sunday School, Discipleship 
Training, midweek Bible Study services, etc.). 


Use of the church facilities for other than church-sponsored activities is subject to the 
church policy on building use and space availability. When a conflict arises, church 
activities will always take priority over privately sponsored activities on a first-come, first- 
served basis. 


"As for the events of King David's reign, from beginning to end, they are 
written in the records...together with the details of his reign and power, 
and the circumstances that surrounded him and Israel and the kingdoms 
of all the other lands." 1 Chronicles 29:29, 30 


"For there is a proper time and procedure for every matter." 
Ecclesiastes 8:6 


Procedures: 
ANNUAL MASTER CHURCH CALENDAR 


During the annual budgeting process, the Church Administrator will request from 
all Ministry Leaders a preliminary church calendar of events for the upcoming 
year based on the ministry objectives and goals as determined by the Executive 
Ministry Council for the upcoming year. All calendar requests must be submitted 
on the Ministry Calendar of Events Request Form. The deadline for turning in 
this preliminary calendar is the last Sunday in November of each year. These 
calendars will be incorporated into the annual preliminary Master Church 
Calendar. It is extremely important that individual ministry plans be completed 
and submitted on a timely basis so that annual budget considerations and facility 
use reservations can be addressed well in advance of the new year. 


Events that should be included in the preliminary calendar should not only include 
those events to be held in church facilities but also those that are being planned to 
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be held at "Off-Site" locations (i.e. cruises, Christmas gatherings, shopping 
sprees, women ministry brunches, etc.). 


The preliminary Master Church Calendar of events will be reviewed by the 
Executive Ministry Council and staff to determine if such events are in best 
interest of the church's ministry objectives and goals for the upcoming year, and 
that there are not any conflicts (i.e. doctrinal issues, facility uses, etc.) with the 
submitted events or dates. The Ministry Leader that submitted the event will be 
contacted if additional support is needed regarding an event. 


Once all events have been reviewed and approved by the Executive Ministry 
Council, a final Master Ministry Calendar of Events will be prepared and given to 
all Ministry Leaders. Once this calendar has been received, the Ministry Leader 
can then begin preparing budgetary needs for the requested event. If the event 
does not require budget considerations, the Ministry Leader can then begin the 
planning process for that event. 


MAKING ADDITIONS AND CHANGES DURING THE YEAR 


Ministry Leaders should contact the Church Secretary to verify if a desired date, 
time and location is available for calendaring. 


If the event addition or change does not conflict with other calendared events, the 
requesting Ministry Leader will prepare a Calendaring of Events Request form. 
This request form can also be picked up in the church office from the Church 
Secretary, appropriately completed and returned back to the church. The form 
must be received two weeks prior to the start of the event. Generally, events are 
calendared on the "first-come, first-served" basis. 


These request forms will be reviewed in each weekly staff meeting. If no conflicts 
exist with the event, the Church Secretary will notify the Ministry Leader of the 
event's approval or denial. Event additions or changes will then be recorded on 
the Master Church Calendar. It is the Church Secretary’s responsibility to 
maintain an accurate Master Church Calendar. No other individual may add, 
delete or revise information on this Master Church Calendar. Public 
announcements of an event should not be made until final approval has been 
received from the Church Secretary. 


The Master Church Calendar will be distributed to the Executive Ministry 
Council, staff and all Ministry Leaders on a monthly basis. Each individual 
involved for accuracy should carefully review these calendars. 


It is the Ministry Leader's responsibility to notify the Church Secretary of all 
changes or cancellations to the existing Master Church Calendar of events. 
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Audio/Visual, Food Service, Grounds, Housekeeping, Maintenance, Production 
Services, Security and Transportation Ministry Team support should be requested 
when the initial Calendar Request is made. 


MEMBERSHIP RECORDS 


Church Policy: 


All persons desiring to join Gethsemane Missionary Baptist Church whether by statement 
of faith, transfer of letter from an affiliated church or baptism are added to the membership 
roll. Leadership strongly feels that each individual joining Gethsemane must be assured of 
their salvation, understand their spiritual gift(s), and have the opportunity to ask questions 
regarding the church's philosophies of ministry, doctrine and form of church leadership. 
Once the candidate has completed the new member's orientation classes they will then take 
part in the monthly graduation services, officially congratulating them as new members. 


Members will be removed from the membership roll in the event of their death or by the 
action of the church for one of the following reasons: transfer of letter to another 
affiliated church, joining a church of another denomination, failing to attend services in 3 
consecutive months without reported excuse, or at the personal request of the member. 
See the church By-Laws for details. 


"So in Christ we who are many form one body, and each member 
belongs to all the others." Romans 12:5 


Procedures: 
ADDING NEW MEMBERS 


Using the information obtained from the New Member Ledger, the new member 
will be added to the membership records, assigning them the next consecutive 
membership number. 


Following the computer software program procedures for member record 
keeping, as outlined in a separate manual, the new member should be added to the 
church's computerized membership database. 


Assemble a new member packet for the deacon or ministry leader to take to the 
member. Include a letter from the Senior Pastor, a church directory, a talent 
survey, and an information brochure and two months supply of offering 
envelopes. 
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CHANGES TO MEMBERSHIP RECORDS 

As ministry departments observe changes in membership data (i.e. address 
change, phone numbers, new e-mail address) these changes should be noted on a 
Member Change Information Request and forwarded to the Church Secretary. 
Every staff member should actively Participate in furnishing membership record 
changes to the Church Secretary. An accurate database of membership benefits 
all ministry departments. Dollar savings will be achieved from sending out 
accurate mail outs. These savings demonstrate wise stewardship. 
MEMBERSHIP LISTS 


An updated membership list should be given to the Pastor monthly. 


OTHER MEMBERSHIP DUTIES 


The Church Secretary is also responsible for maintaining the Business Associates 
and the Referral Agencies and Ministries' databases. 
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CHURCH PROSPECT RECORDS 


Statement of Policy: 


Prospect names can be secured from numerous sources: worship service visitors, visitors 
of various ministry activities (ie. Sunday School, Men's Ministry meetings), referral from 
church members, etc. 


Names will be kept in the active prospect computerized file until they have joined the 
church, joined another church, moved from the area, or asked to be dropped. Extenuating 
circumstances may keep the name on the prospect list indefinitely. 


"Be wise in the way you act toward outsiders; make the most of every 
opportunity. Let your conversation be always full of grace, seasoned 
with salt, so that you may know how to answer everyone." 
Colossians 4:5 


Procedures: 
ADDING NEW PROSPECTS 


Worship service visitors' cards should be checked against the Master Prospect 
File. If the person is already listed in the file, the Secretary to verify the correct 
address and phone number. If the person is not on file, input the prospect from 
the Visitor Card and file in the appropriate folder. 


Following the Master Prospect Record computer software program procedures, 
as outlined in a separate manual, the new prospect should be added to the 
church's computerized prospect database. 


Provide the Pastor with the original copy of the Visitor’s Card. 


CALLING FIRST-TIME VISITORS 


The Secretary will prepare, on a monthly basis, a Schedule For Calling "First- 
Time" Visitors form. On this form various Deacons will be assigned the 
responsibility for calling first-time visitors (to thank them for coming) on their 


assigned dates. 


Results from the Deacon calls will be noted on the visitors form. The Visitor 
Forms are to be turn in to the Secretary for filing. 
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Each Sunday morning the Secretary will immediately receive from the Trustees’ 
office all Visitor Cards from the worship service(s). 


Copies of these Visitor Cards will be made by the Secretary and the originals 
placed in an envelope and given to the Pastor immediately following the worship 
service. 
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COMMUNICATION AND MEDIA 


Statement of Policy: 


All communications and correspondences originating in the offices of Gethsemane will be 
made in a highly professional and efficient manner. 


"Do not let any unwholesome talk come out of your mouths, but only 
what is helpful for building others up according to their needs, that it 
may benefit those who listen." Ephesians 4:29 


Procedures: 
OUTSIDE MEDIA CONTACTS 


All outside media contacts, either television, radio or print media should be routed 
directly to the Church Administrator’s office, unless assigned otherwise by the 
Pastor. No action, appointments or discussions should be planned or given until 
the Church Administrator’s office talks with the individual making the contact. 
This procedure applies to all offices, departments and ministries of Gethsemane. 


Ifa call comes in during the evening or on the weekend and cannot wait until the 
next normal day of operation, the following staff should be contacted to be 
advised how to proceed: 


¢ Church Administrator 
* Deacon Chairman 


CORRESPONDENCE 


All church correspondence must be prepared and presented in an accurate, 
excellent and professional manner. Such quality is a direct reflection of our 
At no times are any correspondence to be sent out unless it is funneled through 


the Churches office and properly approved by the Church Administrator and 
signed by the Pastor. 


All correspondence going out in the name of Gethsemane must be signed and 
approved by the Pastor, otherwise it is not official. 


The typing of staff correspondence will be considered a priority task. Requested 
correspondence should not be delayed more than one day after it is given toa 
secretary. 
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All typed correspondence should follow the following general guidelines: 


Typed on church letterhead stationery 

Single-spaced 

Letters typed in full block style with no indentions 

Proofread by the preparer and one other person before signature. 


When corrections are made after proofing, the work must be proofed again to 
ensure that the mistakes were corrected properly and that no other errors were 
created when the editing was done. 


The correspondence is to “ALWAYS” be spell and grammar checked before 
Computer generated correspondences are to be filed in the appropriate staff 
named directory, noting the addressee and date of correspondence in the file 
name. If files are prepared manually, one copy of the correspondence is to be 
filed alphabetically by the last name of the addressee, and the second is to be filed 
chronologically by the date of the letter. 


Final correspondence should be placed on the writer's desk for review and 
signature. When the correspondence is returned, enclosures should be attached 


before mailing, 


Special instructions regarding correspondences should be placed ona 
Correspondence Instructions cover and attached to the top of the required work. 
Both the initiator and receiver can use this instruction cover. These special 
instructions could include: reviewing, filing, signing, approving, etc. 


ALL CORRESPONDENCE MUST BE PROOFREAD BY ANOTHER 
PERSON BEFORE IT IS FINALLY SENT OUT OR EMAILED TO OUTSIDE 
PARTIES. FOR INSTANCE: News Articles written or emailed; Activity and 
Events written or emailed to the Journal, Courier, TV or Radio Station. 


INTER-OFFICE MEMO 


Correspondence between ministry departments and offices should be made by the 
use of the Inter-Office Memo. 


Confidential church information should be properly sealed in an envelope or 
manila folder with the words "CONFIDENTIAL AND PERSONAL" noticeably 
printed on the front. 
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BULLETIN BOARDS 
General 


The church shall have two types of bulletin boards. One type shall be for 
permanent-type ministry postings. The other type shall be for staff information 
and postings of short exposure and shal] have an open front. Ministry posting 
bulletin boards should be placed in the facility locations where visibility to 
members and visitors is at its maximum. 


Following is an example of permanent-type bulletins that would be displayed on 
the ministry bulletin board: 


Church directional maps 

Master Church Calendar of Events 
Upcoming church-wide ministry events 
Important ministry announcements 


Following is an example of day-to-day or limited exposure-type bulletins, which 
could be placed on the open-front bulletin board: 


* Government bulletins, both state and Federal, for staff 
* Thank you cards 
* Encouragement quotes 


Bulletin Postings 


The Church Secretary office shall accumulate, prepare, and post the material 
designated for each bulletin board in church facilities. Each bulletin posted on a 
board shall be imprinted with a rubber stamp showing: 


Date Posted 
Location 
Posted By 


All bulletin boards shall be kept free of unauthorized postings. 


PLACEMENT OF NON-GETHSEMANE LITERATURE 


All forms of literature (i.e. pamphlets, brochures, posters, etc.) which are not 
Gethsemane ministry material must be pre-approved by the Church 
Administrator's office before they can be placed in church facilities or on cars in 
the church's parking lots. Materials that have not been approved in advance will 
be picked-up and disregarded by Gethsemane’s assigned staff. 
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At no time should endorsements of political candidates nor published material 
which influences governmental legislation be allowed in or on church property 
without prior approval. 


CHURCH BULLETIN 


The church bulletin will be published each week with information submitted to the 
assigned Secretary or Person by noon the Wednesday prior to the Sunday the 
bulletin is published. All announcements must be approved by a member of the 
ministerial staff, and can be edited by the Church Administrator’s office. 
Announcements must be submitted in writing and should either be typed or 
printed on a Bulletin Announcement Requests Form. Announcements submitted 
after the deadline can be posted on the church Bulletin Board or may be 
announced from the Pulpit at the Pastor’s discretion. 


The bulletin should prioritize weekly church activities and announcements of 
upcoming events. Congregational "thank you's" and wedding invitations can be 
facilitated. However, other personal communications should be discouraged. 


The Finance Office will provide a Weekly Financial Report that summarizes actual 
weekly tithes and offerings. The financial information shown on this report will 
be made a part of the weekly bulletin. 


CHURCH NEWSLETTER 


The Gethsemane Newsletter will be published quarterly and article submission to 
the editor must be received by the published deadline. The Gethsemane 
Newsletter is an outreach and communications tool to the congregation and 
community. A high level of quality and professionalism should be maintained from 
cover to cover. The Gethsemane Newsletter will not contain 
advertising/promotion for a fee, endorsements of political candidates nor 
published material that influences governmental legislation. The newsletter editor 
and senior Pastor have final approval of newsletter content. 


Articles about differing ministries are encouraged to be prepared for the 
newsletter. News Item Forms should be used to furnish articles and other 
information to the Media Office. Church members are always interested in 
reading about ministries that affect them. All articles should be typed or printed 
and preferably proofed by someone different than the preparer. 


Articles submitted after the deadline will be printed in the following issue. If the 
material is dated, then the information can be posted on the church Bulletin 
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The Weekly Financial Report, which was provided by the Finance Office, will be 
used to report weekly tithes and offerings in the newsletter. 


ANNOUNCEMENTS IN WORSHIP SERVICES 


All announcements for worship service consideration must be submitted in writing 
to the Church Office no later than 5:00 p.m. on Wednesday, of each week. The 
Secretary, in consultation with the Senior Pastor, will determine if the 
announcement is appropriate. 


GENERAL ADVERTISING 
All advertising is controlled by budgetary constraints and proper approval. 
CANCELLATION OF CHURCH SERVICES 


To facilitate communications in the event of inclement weather, the church has 
adopted the following guidelines. Announcements concerning the rescheduling or 
canceling of services will be announced on: 


¢ TV- Flint 
* Radio — 92.7 FM; 1420 AM 


These stations will broadcast all the pertinent information relating to the church. 


The Senior Pastor has the authority to cancel church services when the weather 
reports that it would be dangerous to the safety of the congregation to leave 
home and come to church. The decision will be made two (2) hours prior to the 
commencement of the service and the announcement will be made on a 
commercial religious radio station in the local area. An emergency announcement 
will also be put on the churches voicemail. Thus, if the church is called no later 
than two (2) hours before the commencement of service, an electronic 
announcement will be heard when the phone picks up. Following are the 
procedures to be followed: 


* The Senior Pastor or the Deacon Chairman (in the Senior Pastor's absence) 
will be responsible for the decision based upon the weather reports and 
contact with members of the staff and congregation. 


+ Aresponsible person will contact the station by telephone or directly at the 
station if the telephones are disabled due to the weather. 


+ Additionally, the church's telephone voice message system will be updated 
regarding changes to service times and other pertinent information by the 
Pastor or Deacon Chairman 
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OFFICE SUPPLIES AND STATIONERY 


Statement of Policy: 
Centralizing the ordering and restocking of needed supplies and personalized stationery 
through the Church Administrator’s Office will control office supplies and church 


stationery. The church will maintain one central office supply room to store needed 
supplies used by church employees. 


"Aram did business with you because of your many products; they 
exchanged...for your merchandise." Ezekiel 27:16 

Procedures: 
PURCHASE OF OFFICE SUPPLIES 


Office supplies will be purchased on an as needed basis, at the best discount price 
according to usage by church personnel. 


The office should be carefully stocked with pencils, pens, phone message 
recording pads and note pads. 


Bulk purchase orders should be done whenever possible. 


All Tithing, Building Fund and Pastor Aide’s envelopes should be ordered in such 
a way as to not run out. A supply of non-pre-printed envelopes should be 
stocked for emergency purposes. 


RECEIPT AND INVENTORY 


The Church Secretary is responsible for receipt of supplies and stationary for 
delivery. 
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ADMINISTRATIVE ASSISTANCE 


Statement of Policy: 

Due to the high cost of hiring church personnel, the church staff will prioritize the use of 
church volunteers and the sharing of work assignments among existing staff when at all 
possible. 


"Do you see a man skilled in his work? He will serve before kings; he 
will not serve before obscure men." Proverbs 22:29 
Procedures: 


The Church Secretary will oversee administrative assistance from volunteers of 
the Gethsemane MBC. 


TYPES OF ASSISTANCE 
Administrative assistance will include: 
* Secretarial, receptionist and volunteer training 


+ — Typing of lengthy special projects or manuals through word processing 
* — Coordinating office assistance for special church-wide ministry emphasizes. 
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STAFF MEETINGS 


Statement of Policy: 


Staff meetings will be held on a regular basis for the primary purposes of: creating 
orderliness within ministries, allowing needed flows of communication between ministry 
leaders, bringing unity among staff in accomplishing the ministries objectives and goals. 


"Every matter must be established by the testimony of two or three 
witnesses." 2 Corinthians 13:1 


Procedures: 
GENERAL 


The Senior Pastor will be responsible for the scheduling, development of agendas 
and administration of staff meetings. Corporate Staff Meetings will be held on 
the First Monday of Each Month at 5:30 pm. 


A Staff Meeting Agenda must be prepared before each staff meeting. Staff 
members who would like to place a discussion topic on the agenda must do so no 
later than 72 hours before the meeting. The final agenda will be distributed to all 
staff members who are to attend the meeting. 


TAKING OF MINUTES 


Minutes of all staff meetings shall be maintained with copies to be distributed as 
follows: 


¢ Original - Church Minutes Binder 
+ Copy - to all ministry Department Heads 
+ — Copy - to originator 


Minutes of staff meetings shall be broken down into two categories; Old Business 
and New Business. 


Old Business shall be separated into two sections; Completed and Pending. Items 
listed under Completed shall state the problem, what was done to correct it, and 
the date it was corrected. Problems listed under Pending are those awaiting 
attention or correction. These shall show the date it was first brought up, the 
name of the staff person who was assigned the problem, and shall not be deleted 
from the Pending section until corrective action has been taken. After the 
problems have been corrected, they shall be shown under Old Business - 
Completed and shall state the action taken and the date. 
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New Business shall consist of all items of discussion brought up at the present 
meeting. Any of these that require attention or correction shall be transferred to 
Old Business - Pending in the minutes of the next meeting if no action has been 
taken to correct the situation. If corrective action has been taken during the 
month, the item shall be carried under Old Business - Completed and shall state 
what action was taken and when. 
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TELEPHONE USE AND MESSAGE SERVICES 


Statement of Policy: 


The first contact and impression that many visitors and prospective members will have 
with Gethsemane will be through the initial telephone call. Additionally, most calls made 
to or from the church represent a ministry need or opportunity. Therefore, all employees 
and volunteers who use Gethsemane’s telephones must be polite, warm, sincere, positive, 
cheerful, respectful, prompt and professional with its use. This policy relates to all church 
employees and volunteers, not just the Receptionist. This also includes individuals who 
are utilizing the facilities for other purposes, ie. Weddings, Fundraisers, etc. 


"May the words of my mouth and the meditation of my heart be pleasing 
in your sight, O Lord, my Rock and my Redeemer." 
Psalm 19:14 


"A wicked messenger falls into trouble, but a trustworthy envoy brings 
healing." Proverbs 13:17 


Procedures: 
ANSWERING AND TRANSFERRING CALLS 


The Lord's house must be a place where people look forward to call. We must 
also remember that Christ is the Head of this church! Therefore, all staff must 
represent Him well. Every call received must be treated as the most important 
call of the day. Desiring to minister must be at the forefront of each of our 
thoughts. 


All calls received must be answered as quickly as possible this shows the caller 
that we are eager to respond to their need. 


When answering the call, be cheerful, excited and show a desire that you really 
want to talk with them. Give a simple greeting such as "Good Morning" or 
"Good Afternoon, Gethsemane Baptist Church, How may I help you? However, 
don't come across as a fake! 


The phone should ALWAYS be answered as “Gethsemane Baptist Church, How 
may I help you?” Regardless as to what is going on at the church, this is still 
“Gethsemane” and not your home. 


When talking with the caller, be warm, courteous and polite. Don't be cold, harsh 
or indifferent. 
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If you have to place a caller on hold to receive another call, politely ask the caller 
if they would mind being put on hold. No caller should ever be left on hold for 
more than 45 seconds before returning to them. When you do return, warmly 
thank them for their wait. 


When the caller asks for a certain staff person, politely ask for their name. Then 
state, “One moment while I transfer you" or “One moment while I get ...So and 
80.” 


If the requested staff person does not answer their phone, tell the caller that 
he/she is not available and ask if they would like to leave a message. 


If the staff person is talking on another line, tell the caller that he/she is talking on 
another line. Then ask if they would like to hold for a few more seconds, if 
someone else could help them, or if they would like to leave a message. 


When a staff person is out of the office, simply tell the caller this fact. If the staff 
person plans on returning to the church that same day, take a message or ask if 
they would like to call back. If the staff person is gone for the remainder of the 
day, tell the caller that they will not be returning that day. 


At no time should personal calls interfere or delay the answering of incoming 
calls. 


It is the general policy of Gethsemane to not give out home phone numbers and 
addresses of staff over the telephone. 


TAKING MESSAGES 


A Phone Message should be recorded on carbon copy forms at all times. On this 
form, write down the complete name of the person and whom they represent. If 
unsure about spelling, the caller should be asked to please spell their name. 
Record the date and time of the call, phone number where call should be returned 
(including area codes) and a brief message as to what the call regards. 


The Phone Message/Report should be promptly placed in the staff person's mail 
tray or hand delivered directly to them in person. 


Tn cases where messages are important, please call the Pastor at home, work or 
on his cell phone for prompt delivery. 
DOCUMENTING IMPORTANT CALLS 


Critical information can be obtained or shared over the telephone. Important 
facts can be forgotten, overlooked, neglected and even misunderstood with the 
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passing of time. The best way to remember important facts is to immediately write 
them down! 


COLLECT TELEPHONE CALLS 


It is the general policy of Gethsemane not to accept collect phone calls. 


SCHEDULING OF RECEPTIONIST DUTIES 


The church Receptionist is the primary employee for receiving and transferring 
incoming calls. It is the Office Manager's responsibility to assign other employees 
to cover the telephone duties in the absence of the Receptionist. 


The Receptionist should not ever leave the switchboard for any period of time 
that would cause the phone to ring repeatedly without being answered. If the 
Receptionist needs to leave her station for a short period of time (i.e. going to the 
restroom) she should ask someone to cover for her until she returns. 


FACSIMILE MACHINES 


Facsimile machines are available for ministry communication when written record 
is desired. Messages to be sent by facsimile shall be typed on the church's official 
Facsimile Transmittal sheet. 


COMMUNICATIONS BY E-MAIL 


Staff is encouraged to send long-distance faxes and make long-distance 
communications by the use of electronic mail. E-mail messages can be sent 
worldwide for next to nothing. 


USE OF TELEPHONE FOR PERSONAL USE 


As stipulated in the Employee Manual, from time to time it may be necessary for 
employees to make and receive personal calls on church telephones. However, 
such calls should be limited to no more than five (5) minutes in length. 
Employees and non-employees are expected to use good judgment and common 
sense when it comes to personal phone calls. Use of church telephones to make 
personal long-distance calls is not allowed unless prior approval is received from 
the Church Administrator’s office. 


The Finance Office staff will review all long distance telephone bills to ensure 
compliance with these guidelines. 
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MAIL AND SHIPPING SERVICES 


Statement of Policy: 


The processing of church mail and shipping of church materials will be performed in an 
accurate and timely manner. Many of these services will be centralized to create cost 
savings in personnel by reducing the need for numerous employees to learn and perform 
recurring tasks. 


"A copy of the text of the edict was to be issued as law in every province 
and made known to the people of every nationality so they would be 
ready for that day." Esther 3:14 


Procedures: 
OUTGOING MAIL 


When it is necessary to use stamps rather than the postage meter on church mail, 
the stamps may be obtained from the Receptionist. 


BULK-MAILINGS 


Many church mailings meet the U.S. Postal Service requirements for bulk- 
mailings. The postage cost for such mailings are significantly less than first class 
mail. The Office Manager is responsible for coordinating all church bulk- 
mailings. The Office Manager will schedule the needed support staff to perform 
the mailings, train and review staff in the preparation of such mailings, and review 
all bulk-mailing documentation and support before delivery to the Post Office. 
She will also maintain the church's bulk-rate permit and stay current on bulk- 


All bulk-mailings must comply with the U.S. Postal Service guidelines (ie. all 
uppercase, no punctuations, etc.). 

INCOMING MAIL 

All incoming mail shall be received, sorted and opened by the Pastor or an 


assigned individual by the Pastor. All mail pieces will be processed as soon as 
possible after it is delivered. 
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PURGING MAILING LISTS 
The Church Secretary is responsible for purging names from the church's mailing 
list based on wrong addresses, inactive members, or deceased individuals. Such 
purging will save postage and other printing costs. 
OFFICE EQUIPMENT 
Statement of Policy: 
To be a good steward over the assets owned by Gethsemane, a maintenance record will be 
maintained on all office equipment, which has a cost of $500.00 or more, and a useful life 
of more than one year. 
"And if you have not been trustworthy with someone else's property, who 
will give you property of your own." Luke 16:12 
Procedures: 


COPY MACHINE 


If you have not been given the copy code for the copy machine, you should not be 
operating the machine. Please ask for assistance from the Church Secretary. 


It is Gethsemane’s policy not to use the copy machine for personal usage. 
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AUDIO and VIDEO SERVICES 


Statement of Policy: 


The Audio and Video services of Gethsemane are largely a service ministry to the church 
and its members. 


"The duty of the Levites was to help Aaron's descendants in the service 
of the temple of the Lord...and the performance of other duties at the 
house of God." 1 Chronicles 23:28 


Procedures: 
SERVICES REQUESTS 
Ordering of Audio Ta) 
Audiotapes will be made of all worship services. The master tape will be 
maintained in the Media Office. Church members or guests who would like to 


purchase an audiotape copy can contact the Church Office or go to the PA Sound 
Booth in the rear of the church and make such requests. 


The Pastor should receive an Audio copy of each taped service free of charge. 


Ordering of Video Tapes 


Videotapes will be made of all worship services. The master tape will reside in 
the Media Office. Church members or guests who would like to purchase a 
videotape copy can contact the Church Office or go to the PA Sound Booth in 
the rear of the church and make such requests. 


The Pastor should receive a Video copy of each taped service free of charge. 
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OTHER GENERAL ADMINISTRATION MATTERS 


Statement of Policy: 


As general administrative matters arise from time-to-time, they will be handled ina 
"decent and orderly" manner that complements the mission purpose and ministry 
philosophies of Gethsemane Missionary Baptist Church. 


"But everything should be done in a fitting and orderly way." 
1 Corinthians 14:40 


Procedures: 
ASSISTANCE TO NON-MEMBERS AND TRANSIENTS 


When non-members or transients enter our facilities desiring some form of 
material assistance they will be directed to the Deacon Chairman or the Minister 
on Call. 


If the Pastor or Deacon Chairman or Church Administrator is not available the 
Church Secretary will provide a listing of local agencies that can assist them with 
their need. This listing will state the agency name, phone number, address, hours 
of operation and what types of needs they can serve. 


MAINTAINING STATISTICAL HISTORY 
The Church Administrator’s Office is responsible for maintaining the 
Statistical History summary. This summary discloses the following statistical 


information. 


Membership 

Visitors 

Sunday School Enrollment and Attendance 

Church Training Enrollment and Attendance 

Baptisms 

Adopted Budgets 

Actual Receipts (Budget titles and restricted offerings) 


APPENDIX K 
FACILITIES POLICIES AND PROCEDURES 


321 


322 


GETHSEMANE MISSIONARY BAPTIST CHURCH 


SUB SECTION 


soo 


m 


POLICIES AND PROCEDURES 
SECTION D 


FACILITIES 


SUBJECT MATTER 


Housekeeping and Maintenance Program... 


Safety and Protection ...............ssssescsecsssesessvasccessssccoesonesesee 332 
SOCUEEY) 322628 eoe iii Ais ccsaudue dovenecessedersrnssaencaduonteseessstdeensiontes 334 
General Guidelines For Use of Facilities ..............+2:ssessse0e eseeeeee 336 
Special Guidelines for Use of svar murs ean Furniture and 
Equipment... sense 340 
Weddings and Receptions... 

Use of Church Vehicles..............:sscccccesesesseeeessrsereesseee canteens 348 
Service Contracts...........c0scsssssoccsssasscsasressqensnsceseascesasessveres 353 
TOSULEIICC «35 icecccseconvoscccoscesesdecsenens soss¥ennscesecaescancosacsseeces 354 


Miscellaneous Operations Regarding Facilities: Lost and Found, 
Energy Conservation and Parking on Church Property... ........2:.+++0+ 355 


Funeral Services.. 


323 


A. HOUSEKEEPING AND MAINTENANCE PROGRAM 


Church Policy: 


An effective housekeeping and maintenance program will be supported by the entire 
Gethsemane Missionary Baptist Church family; utilizing good stewardship of time, 
resources, and money; therefore, assisting the church in fulfilling its mission purpose. 


“Then he worked hard repairing all the broken sections of the wall and building 
towers on it. He built another wall outside that one and reinforced the supporting 


terraces of the City of David.” 2 Chronicles 32:5 


Procedures: 
NEED FOR PROGRAM 


Housekeeping and maintenance of the church building and property is critical to 
the community's identity and the church's witness in the community. This is 
particularly important at Gethsemane Baptist Church, since the church is a focal 
point of the city and prominent in the community. 


The housekeeping function includes those tasks necessary to keep church facilities 
attractive, clean, neat and safe. The maintenance function consists of routine 
duties coupled with preventive efforts to keep all equipment functioning properly, 
thereby preventing failures and malfunctions. 


The housekeeping and maintenance program includes the yard and grounds that 
must be clean, inviting and attractive for the community. 


FACILITIES COVERED UNDER PROGRAM 


The following facilities will be addressed in this program: 
e Interior of Gethsemane Baptist Church 
Parking lot and yard 
@ Parcel of land East of Church building 
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BASIC GUIDELINES 


Trustees has administrative oversight of all concerns or matters related to the 
tepair, renovation, cleaning, lighting, sound system, landscaping and painting of 
Gethsemane Baptist Church buildings and property. 


All requests concerning matters related to normal repairs and maintenance, 
interior cleaning, landscaping, etc. are to be communicated directly to the 
Trustees in writing. Facilities Work Request is the basic means for making such 
requests, 


NO ONE IS TO WORK IN, ON OR OUTSIDE OF THE CHURCH and expect 
to get paid or reimbursed without prior approval from the Trustees or pastor. 


All renovations must be approved by the Trustees according to the following 
procedures: 


+  A-written proposal is first reviewed by the Trustees. 


. If the Trustees deems that the renovation is necessary, the Trustees will then 
get three bids from licensed contractors. In certain cases, non-licensed 
contractors may be used. Only when agreed upon by all parties (Trustees, 
Deacon Chairperson, and Pastor). 


* _ The proposal and bids are then submitted to Trustees, Chairperson of 
Deacons Ministry and the pastor for discussion and action. 


Repairs and/or maintenance of buildings or property costing less than $500 can be 
authorized by the Pastor, Deacon’s Chairperson or Trustees without receiving, 
bids or proposals. "Repairs” include maintenance, repair, or replacement of 
existing equipment in existing buildings and property. 


HOUSEKEEPING AND MAINTENANCE RESOURCES 


The identified resources noted below are available to accomplish facility repairs, 
projects and/or improvements. All possible avenues will be used to obtain 
volunteer and hired help instead of service contractors. Certain areas will require 
contractor help, due to the expertise and/or capability required. Maximizing 
church resources to the greatest extent is desired. 


Custodial Staff 


The Custodial staff will perform most of the normal recurring duties of this 
Program. Custodians and maids will perform most of the detailed duties with 
Proper oversight being handled by Trustees or assigned supervisor. The Trustee 
will ultimately be responsible for the satisfactory completion of the housekeeping 
and maintenance program of the church. 
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Volunteers 

Volunteers will be used whenever possible. Gethsemane welcomes volunteers to 
help maintain God’s property. Their primary function will consist of keeping the 
grounds attractive. Other skilled volunteers will be used on special projects. 
Special Groups 


Special volunteer groups will also be used. Examples are 


Men's Ministry 
Women’s Ministry 
Youth Ministry 
Single’s Ministry 


Contractors 


As mentioned above, independent contractors will be used when special technical 
needs are required or when facilities staff cannot complete a task on a timely 
basis. The Trustees maintains a list of authorized contractors. 

STANDARD HOUSEKEEPING AND MAINTENANCE PROCEDURES 


Perform daily housekeeping and cleaning tasks that portray a properly maintained 
facility that would be pleasing to the Lord. 


Respond in a timely method to general maintenance and repair needs. 


Develop and carry out a system of regularly scheduled maintenance actions to 
prevent premature failure of the facility and its systems and components. 


Complete major repairs with greatest savings. 


Inventory necessary materials and parts to facilitate timely maintenance and 
repairs. 


Schedule and allocate planned work in advance. 


Continue to evaluate technology, solutions and advances for possible efficiency 
improvements and cost savings. 
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DETAILED HOUSEKEEPING AND MAINTENANCE TASKS 
Floor Care Procedures 
Daily Maintenance - Dust mop, damp or wet mop and spot clean. 


Weekly Maintenance - Lightly scrub floor with mild detergent or spray buff as 
needed. 

Heavy Cleaning and Recoating - When the floor starts to show lower gloss or 
when weekly maintenance will not improve the appearance, it should be scrubbed 
and recoated. 


Complete Renovation - When the floor is so completely run down that none of 
the above procedures will be effective, it should be completely renovated. 


Wet Mopping 
Apply detergent solution to warm water. 
Using a clean mop head, apply to floor to pick up dirt. 


Using a second mop bucket with clean water and a clean mop head, rinse floor 
and let floor dry. 


Equipment and materials needed: 


2 mop buckets and one wringer 
Two wet mops 

Liquid detergent 

“Danger, wet floor" signs. 


Damp Mopping 
Sweep floor. 


Dust mop with treated mop head. 

Fill mop bucket with clean water and add a dilute portion of detergent. 
Clean mop head, mop floor. 

Wring out mop head thoroughly and pick up detergent solution. 


Place "danger, wet floor" signs out. 
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Equipment and materials needed: 


Broom 

Treated dust mop 

Mop bucket and wringer 
Detergent 

Clean mop 

“Danger, wet floor" signs. 


General Policing of Facilities 

Pick up all loose paper and trash. 

Empty trash cans (if needed) and replace liners. 
Put furnishings in order. 

Visually inspect area. 

Check plumbing. 

Check pastor’s office 

Check pastor’s bathroom 

Turn out lights, secure doors (if needed). 
Equipment and material needed: 

Trash can liners, all sizes 

Cleaning Procedures for Specific Areas 
Cleaning Office Space 

Empty waste baskets. 

Dust surfaces of all furniture and equipment. 


Wash lavatories and drinking fountains; spot clean smudges and fingerprints on 
glass surfaces and walls. 


Vacuum floor. 
Equipment and materials needed: 


¢ Treated dust cloths and feather dusters 
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Glass cleaner and paper towels 
Sponge clothe 

Vacuum cleaner 

Trash can liners 
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Cleaning Sanctuary, Foyer and Choir loft 

Pick up all loose trash and empty receptacles. 
Clean out pew racks and coat racks. 

Clean out pulpit stand. 

Put hymnals in racks. 

Clean marks and smudges from doors, walls, and surfaces. 
Vacuum all flooring and steps, being sure to go between pews. 
Vacuum pew seats. 

Clean return air vents. 

Dust and polish organ, piano, and foyer furnishings. 
Put furnishings in order. 

Place folding chairs in order for overflow seating. 
Equipment and materials needed: 

Trash receptacle and can liners 

Sponge clothe 

Spray bottle 

Vacuum cleaner 

Furniture polish 

Polish rag 

Hand-held vacuum (for pew seats) 

Broom, mop, and mop bucket 

Dust pan 


Dust mop (12 inch) 
Rubber gloves 


ry 
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Cleaning Baptistery 


Drain water. 

Wash down walls and steps with diluted bleach solution. 
Rinse thoroughly. 

Equipment and materials needed: 

Sponge clothe 

Spray bottle 

Broom, mop, and mop bucket 


Bleach solution 
Rubber gloves 


Cleaning Janitor's Closet 
Sweep floor. 

Damp mop floor. 

Arrange supplies and equipment. 
Restock janitor supply cart. 
Tur in supplies order. 
Equipment and materials needed: 
Pickup pan 

Broom 

Wet mop 

Mop bucket 


Sponge clothes 
Liquid detergent 
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Building Exteriors 
Walls - Painting; cleaning, mildew, mold, fungus removal; caulking renewal 
Windows - Window washing; storm window/screen installation/removal 
Doors - Cleaning; washing; lubricate hinges and locks 
Roof - Gutter and downspout cleaning; roof drain cleaning. 


Building Interiors 


Floors - Vacuuming and sweeping; washing and waxing; stripping wax; mopping; 
carpet cleaning 


Walls/Ceilings - Dusting; cleaning, spot cleaning touch-up painting 


Doors, Windows - Cleaning, washing; drape, shade, blind, curtain cleaning; 
touch-up painting 


Public Spaces - Replace paper towels; replace toilet paper; replace soap - cake, 
liquid, powder; empty trash receptacles; empty/clean public ash trays 


Offices, Workplace - Waste collection; general dusting; vacuuming; sweeping; 
wash and wax floors. 


Grounds 


Lawns - Lawn and field mowing; trimming and edging; fertilizer application; 
insect and rodent control; leaf raking and removal 


Planters, Trees, Shrubs - Weed removal or control; annual plantings; trimming, 
pruning; insect and rodent control; fertilizer application; general flower bed 
maintenance 

Parking Lots, Walkways — Shoveling, Salt, Sweeping, cleaning; painting of traffic, 
parking, and safety striping; sign maintenance; curb maintenance 

Miscellaneous, Site Work - Litter collecting; trash collection and disposal; 
painting fences; exterior lighting maintenance; cleaning out storm drains; 
dumpster and dumpster site cleaning 


The Grounds Supervisor is responsible for the above mentioned preventive 
maintenance tasks. Can also be performed by Gethsemane church 
volunteers. 
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REPORTING OF FACILITY PROBLEMS 

Custodial staff will report facilities problems to the Trustees when noted. Staff 
will make comments on the Facilities Daily Worksheet. 

POSTING MATERIALS IN FACILITY HALLS AND ON WALLS 


Leadership feels that a clean, uncluttered image in the facilities will complement 
Gethsemane’s philosophy of doing ministry in an excellence manner. 


Therefore, no materials (i.e. posters, signs, flyers, etc.) are allowed to be placed 
on facility hall walls. This would also include doors and glass areas. 


The use of easels and appropriately framed posters may be used if approved by 
the pastor. 


The insides of the classrooms are open for the posting of such materials. Plasty- 
tack should be used if at all possible. 

MAINTENANCE AND TUNING OF PIANOS AND ORGAN 

The Music Ministry is responsible for the maintenance and tuning of all church 
owned pianos and the sanctuary organ. 

USE OF OUTSIDE SERVICE PROVIDERS 

The use of all outside service providers must be approved by the Trustees. They 


will determine if bid proposals are required and where funding sources will be 
provided. 
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B. SAFETY AND PROTECTION 


Church Policy: 

Every effort will be made to ensure the safety and well-being of the employees, volunteers, 
church members, and visitors of Gethsemane Missionary Baptist Church. This will include 
while they are on the premises of the church, involved in church-related or sponsored 
activities, and while using church owned equipment. Detecting and correcting conditions 
that can cause accidents, injuries, financial losses and legal risks will also lead to 
reductions in insurance premiums and operating costs. 


“While I was with them, I protected them and kept them safe...” John 17:12 


“You will know that your tent is secure; you will take stock of your property and 


find nothing missing.” Job 5:24 


Procedures: 


GENERAL INFORMATION 

Our safety objectives can be reached only through cooperation, understanding, 

and constant practice of all safety measures. Each church employee and leader 

must be familiar with these procedures. 

REPORTING AN ACCIDENT OR INCIDENT 

When an accident occurs on church property, or as the result of involvement in a 

church sponsored program or activity, whether to a member, visitor, or employee, the 
matter should be referred immediately to the Church Administrator. Employees 
should not make any statements to the injured person as to their opinions on the cause 


of the accident. 
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‘An Accident Report should be completed as soon as possible by the witnesses or 


the Church Administrator. 
The Church Administrator will be responsible for reporting all accidents to the 
proper church insurance officials. 
FIRE SAFETY 
Due to age of the structure of certain buildings the church is unable to provide 
sprinkler protection throughout the church. Therefore, in the event of a fire take 
immediate action to report the fire by calling 911. 
Trustees or an assigned individual will: 
- Ensure that fire extinguishers are placed throughout the church facilities as 


required by county code. 


. Ensure that fire extinguishers are being inspected and maintained annually. 
+ Train employees on the use of these extinguishers on an annual basis. 


. Ensure that all flammable liquids are stored in a storage cabinet that is 
specifically designed for these products. 


Gethsemane Missionary Baptist Church is a non-smoking building and this will be 
strictly enforced. 

Work Hours for Employees 

Normal church office hours are Monday through Friday, 8:30 a.m. until 5:00 p.m. 
No employee should be working in church facilities past 10:00 p.m. Ifan 
emergency or isolated incident arises, which would require a stay past 10:00 p.m. 
or re-entry to church facilities after 10:00 p.m., employees must notify Security 
Ministry or Trustees. 

Miscellaneous Church Safety Rules 


Horseplay, scufiling and other acts that may endanger the safety or well being of 
people is not allowed. 


334 
C. SECURITY 


Church Policy: 


Leadership takes seriously, the responsibility of being a wise steward of the resources that 
God has so graciously provided to Gethsemane Missionary Baptist Church. In an effort to 
provide safeguards to church members, visitors, staff, facilities, records and other church 
assets, procedures will be established from ‘the results of performing periodically safety 
and security reviews. 


“They would spend the night stationed around the house of God, because they had to 
guard it; and they had charge of the key for opening it each morning.” 


1 Chronicles 9:27 


Procedures: 
ENTRANCE SAFEGUARDS 


The following safeguards have been provided to help prevent or deter 
unauthorized access to Gethsemane facilities: 


KEYS AND LOCKS 


Keys to the facilities will be issued to the fewest number of individuals possible. 
Keys will be issued only to the Pastor, ministerial and administrative/managerial 
staff as outlined in personnel policies and approved custodian staff. The Pastor 
should have a key to every lock in the church building. 


Chairperson of Trustees Ministry is responsible for accountability and issuance of 
keys. They will be accountable by signature and issued only for the duration of 
specific use. Keys issued will be recorded on the Record of Master Key 
Distribution form. 


Keys should be returned to the church within 24hrs of termination from a 
position, assignment or employment. 
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ELECTRONIC SECURITY SYSTEM 


The security system has been installed to help protect facilities. This system 
includes door and window intrusive monitor devises, motion detectors in selected 
hallways and entrance areas and high decibel alarms. 


Knowledge of the security code to activate the electronic security system will be 
limited to the fewest number of personnel possible for proper security and 
efficient operation. Disclosure of the security code to appropriate individuals will 
be the responsibility of the Church Administrator. 


Any individual who disarms the system during hours outside normal work periods 
will be held responsible for ensuring that the spaces are relocked and the alarm 
system is properly reset. 


The security code will be changed upon the termination of employment of any 
holder of the code. The code will be changed at a minimum of every six months. 
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D. GENERAL GUIDELINES FOR USE OF FACILITIES 


Church Policy: 


Significant financial resources have been invested in Gethsemane Missionary Baptist 
Church facilities by generous contributions from its members. Therefore, proper oversight 
must be given to these facilities to ensure that: 


adequate facilities exist to effectively carry out the ministry objectives and goals 
such facilities are properly protected against loss or misuse 


wise stewardship is being obtained through energy conservation, cost reductions and 
safety measures 


the life of the facilities is extended through a proper maintenance program. 


“Within your temple, O God, we meditate on your unfailing love.” Psalm 48:9 


Procedures: 


ELIGIBILITY 


The programs and activities of special groups requesting building usage must be 
consistent with Gethsemane’s statement of purpose and ministry philosophy. It is 
to be understood that the facilities and equipment of Gethsemane exist for the 
primary purpose of being used by its members through its organizations and 


Activities and programs are limited to the space that is assigned. 


Regularly scheduled church meetings and activities of Gethsemane will have first 
priority in the use of its facilities. Other church related meetings and functions 
will have second priority. Groups outside the church, which are non-profit, or 
ministry related in nature may use the facilities when they are not already 
scheduled for use by some church function, and the purpose is ministry related. 


Gethsemane Missionary Baptist Church services and programs have priority over 
any and all outside organizations requesting use of church facilities. 


Facilities are not available to outside groups for fund raising or for profit making 
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Organizations engaged in political campaigns are not eligible to use church 
facilities for their programs. 


An Activity Participation Agreement and/or an Agreement For The Use of 
Facilities should be completed by all outside organizations requesting facility use. 


A review group consisting of the Church Administrator, Trustees, Minister of 
Music(only if a musical event is in question) and Deacon Ministry will determine 
the eligibility of an organization to use Gethsemane’s facilities. A Calendaring of 
Events Request will be completed by the Church Administrator if the organization 
and event is approved. 


A Certificate of Insurance must be provided by all outside groups to Gethsemane 
for the purpose of covering liability and property damage or accidents that might 
occur on church property. 


All outside groups requesting use of church facilities must also have and adhere to 
sexual molestation policies and procedures regarding minors. 


RESERVATIONS 


A Request For Use of Facilities must be completed by all outside groups and 
submitted to the Church Administrator’s office. 


All usage fees are to be paid through the Church Administrator’s office including 
a reservation fee of 25% of the total estimated usage fee to be charged. The 
balance must be paid no less than two weeks before the date of the usage. 


GUIDELINES FOR USE OF FACILITIES 


The conduct of all persons attending programs is expected to be respectful of the 
environment of the Lord's house. 


When children are in attendance they must be under the control of their parents or 
adults at all time and are not permitted to roam freely on church property. 


Smoking and the use of alcoholic beverages or illegal substances are not 
permitted in the buildings or on the grounds of the church. 


An assigned custodian will be on duty during the time of usage, and the user will 
be charged for this service. This individual will serve as the church's 
representative unless other wise notified. If questions or needs arise during the 
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event this individual should be contacted. This individual can be contacted by use 
of the church beeper or radio. 

There will be no dining or serving food in the Sanctuary of the church. 

The user is expected to leave the building reasonably clean and remove all items 
associated with their program immediately following the event. If furniture or 
equipment is to be moved, it must be done exclusively by church personnel to 
prevent damage to the building and church furniture and equipment. 


The user will be held responsible for any damage done to church property 
associated with the scheduled event. 


The user assumes liability for injuries to persons attending the event and for 
damages or loss of user's property. 

BUILDING USE PROCEDURES 

After building use, clean-up all the areas used. The area should be returned to the 
same condition before your use. If using the church kitchen, follow all Kitchen 
Use Policies. 

Turn out all lights and air conditioning (if requested). 

Secure the building by checking all exterior doors. 


Report any maintenance problems and damages to the Church Administrator’s 
office. 


If the use of the facilities is by an outside group the assigned custodian will 
perform several of the above procedures. 
CALENDAR REQUEST GUIDELINES 


All dates for the CHURCH CALENDAR must be submitted to the church office 
using a Calendaring of Events Request form. Forms are available from the church 
secretary. 


No date is placed on the calendar until the form has been submitted and approved 
at the weekly staff meeting. 


The Calendaring of Events Request form must be completed at least 10 days in 
advance of the activity. The form should be turned in to the Secretary’s office. 
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The Calendaring of Events Request form provides for every area of the church. 
Please be sure to indicate all facilities and other service needs (ie. food, sound, 


air-conditioning/heating, etc.). 
Calendaring forms will be reviewed by the staff each week to determine if there 


are any calendar conflicts. Requests are scheduled on a “first come, first serve" 
basis. 


After a request has been made and approved, or in case of any conflicts, the 
Church Secretary’s office will notify you as soon as possible. 


The person in charge of the calendared event will be responsible for clean-up and 
security (if necessary). 

PUBLICITY AND PROMOTION 

Publicity material and public service announcements in which the Gethsemane’s 
name is used must have prior approval by the Church Administrator and the 


Pastor. 


All letters of invitation or otherwise must meet with the Pastor’s approval before 
mailing out. 


AFTER HOURS ENTRY INTO FACILITIES 
There will be no after hours entry into the Church building without prior approval 


from the Chairman Trustee, Director of Facilities, Deacon or Church 
Administrator. 
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E. SPECIAL GUIDELINES REGARDING USE OF: 


“My house will be called a house of prayer, but you are making it a den of 
robbers.” Matthew 21:13 


SANCTUARY 
Sound and Lighting Needs 


The Sound System and Lights should be turned on and in order BEFORE services 
begins. There should be no testing of lights and testing of sounds during the 
times services should be taking place. This means that those who are responsible 
for lighting (Director of Facilities) and Sound System (Minister of Music) should 
plan in advance to ensure this is done. 


No food or drink in the Sanctuary, unless for medical reasons. Food and Drinks 
should be consumed in the Fellowship Hall. 


Babies requiring milk from bottles are allowed to be fed during service in the 
Sanctuary. 


Babies being bottle fed with juices are not allowed in the Sanctuary. The stains 
from juices may cause premature wear on the pews. 


Musical Concerts 


All requests for musical concerts must be reviewed and permission granted by the 
Minister of Music in consultation with the Music Ministry Team. The Minister of 
Music and Music Ministry Team will review all requests as to religious and/or 
secular content and quality of the program. 


The Minister of Music must give permission for anyone to play the organ or piano 
in the sanctuary and all other musical instruments of the church. 


Programs in the sanctuary that require the use of the sound system must have one 
of the church's Sound Technicians on duty and this service will be included in the 
usage fee, when required. 


All decorations in the Sanctuary, Fellowship Hall and on the grounds of 
Gethsemane must be approved by the Pastor, Trustees, Director of Facilities and 
Church Administrator. 
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KITCHEN 
Functions 


The primary use of the kitchen facility will be for church wide functions such as 
banquets, meals for prayer meeting, church sponsored dinners for sale, visitation 
and other pre-arranged meal functions. The kitchen is to be kept locked at all 
other times. 


Departments or small groups wishing to have a meal service function can make 
arrangements with the Kitchen Committee to use the kitchen/dining area at the 


ministry’s or group's expense. 


It is not necessary for the Kitchen Committee Representative to be physically 
stationed in the kitchen, but they should be available for quick reference if needed. 


When church ministries use the kitchen facilities for functions involving food, a 
representative from the Kitchen Committee should be present in case assistance 
may be needed in terms of working kitchen equipment. The following situations 
will require the Kitchen Committee to be in attendance: 


¢ Any meal where hot or cold food is served. 
+ Any meal where an outside caterer is used. 


¢ Reception or meeting where light refreshments are served, and use of the 
church's punch bowls, trays or other equipment is used. 


* Any function where kitchen equipment, supplies or related needs are 
Tequired. 
Guidelines For Use 


Kitchen facilities are available only to Gethsemane’s Ministries and approved 
outside groups. 


All use of the kitchen facilities must be approved in advance through the 
Secretary’s office. Groups must submit request by using the Calendaring of 
Events Request form. 


Metu selection and meal arrangements must be made with the Director of 
Kitchen Committee at least 2 weeks prior to the event. 
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Anyone, ministries or approved outside groups using the kitchen will be required 
to comply with the following procedures: 


Clean, dry, and put away all dishes and utensils. 

Wash all counter tops and work areas with cleaner. 

Do not leave leftovers in the refrigerator. 

Floors must be swept and mopped. 

No one is allowed to use items in food pantry or freezer without permission 
from Director of Kitchen Committee or assigned individual. 

* — Check stove, oven and other appliances to make sure they are turned off. 

* Lock all doors and turn out all lights when leaving. 


Groups and responsible individuals are expected to leave the food service area 
cleaner than they found it. Dishes, silverware, and cooking utensils are to be 
washed and put away. Trash is not to be left in the kitchen over night. Do not 
assume the custodians will take trash to the dumpster--the responsible individual 
will ensure it is taken out. 


At no time should minors be left alone in the kitchen area. Adult supervision is 
required for all children and youth functions. 


CHURCH FURNITURE AND EQUIPMENT 


It is the policy of Gethsemane Missionary Baptist Church that ministry furniture 
and equipment (i.e. tables, chairs, overhead and LCD projectors, microphones, 
etc.) purchased and owned by the church will be used exclusively for ministry 
functions of Gethsemane Missionary Baptist Church. Furniture and equipment 
used away from the church's premises must be scheduled and checked out. A 
Request To Use Ministry Owned Furniture/Equipment form must be completed 
and properly approved. The requesting individual assumes full responsibility for 
security, maintenance and return of the items. This individual also assumes full 
responsibility for the costs of damage repair or replacement. The following 
procedures are to be followed: 


* — Ministry furniture and equipment may be utilized off-campus for a 24 hour 
period for approved church functions. Longer periods must be specifically 
approved by the Church Administrator and Pastor. 


+ No furniture or equipment will be used off-campus on Sunday without the 
expressed permission of the Church Administrator and Pastor. 


+ Audio or musical items must also be approved by the Minister of Music. 
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F. WEDDING AND RECEPTIONS AT GETHSEMANE 


Church Policy: 


The family at Gethsemane Missionary Baptist Church believes that a wedding ceremony 
should be Christ-centered. A wedding is a celebration of two people God has brought 
together. The wedding and its preparation should be done in a way that will bring honor 
and glory to God. 


“For this reason a man will leave his father and mother and be united to his wife, and 


the two will become one flesh.” Ephesians 5:31 


Procedures: 
COUNSELING 


All engaged couples being married at Gethsemane Missionary Baptist Church will 
be required to have completed the Pastor’s pre-marital counseling seminar. The 
counseling must be completed one month prior to the wedding. It is the couple's 
responsibility to complete the Seminar. If the couple fails to do this, the wedding 
will be canceled at Gethsemane Missionary Baptist Church. The church believes 
that this counseling is essential in providing a Christ-centered wedding. 


MAKING RESERVATIONS 


Applications for use of Gethsemane facilities will be made with the church's 
Wedding Coordinator by completing the Wedding Arrangement form. Fees are 
payable at the time reservations are made. Dates will not be calendared until fees 
are paid. 


The Wedding Request Form will include: 


Dates for rehearsal, wedding and reception 
Gethsemane’s facilities desired 

Type of wedding pertaining to dress (formal, informal) 
Names of florists, decorators, photographers, etc. 
Name of party to be responsible in event of damage 
Other pertinent information. 
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Facilities are available to members of Gethsemane and their children free of 
charge. 
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Weddings are scheduled through the Wedding Coordinator. A non refundable 
deposit of $25. The $25 deposit will go toward the personnel expenses of the 
wedding. It is also necessary for a wedding contract to be signed and returned 
to the Wedding Coordinator before the wedding will be put on the church 
calendar. 


All weddings at Gethsemane must be conducted by one of the Pastor or a pre- 
approved ordained minister by the Pastor. 

REHEARSAL 

The rehearsal must begin promptly, and on time, since a large number of people 
are involved and delays consume every person’s time. Following are several 
additional rehearsal guidelines: 

+ Both sets of parents, and all ushers, should be present for the rehearsal. 

* A Sound Technician will be present at Wedding Rehearsals. 


Ifa rehearsal dinner is planned this must be coordinated through the 
Gethsemane’s Wedding Coordinator and the Director of the Kitchen Committee. 


The responsible individuals of the wedding party are responsible for the costs 
involved in providing the rehearsal dinner. 

FEE SCHEDULE 

Gethsemane will not charge its members for the use of the building facilities. 
However, it is necessary to charge for personnel providing services for church 
member weddings. THESE COSTS ARE EXPECTED TO BE PAID AT THE 
TIME OF THE REHEARSAL. 


Fees for the use of the various church facilities will be determined by the Church 
Administrator in consultation with the Trustees. 


Sanctuary 
Fee - $125 
This fee provides for a Sound Technician who will provide microphones for 


pianists and soloists, and play any sound track that you may have, and 
maintenance personnel for set up and clean up for the wedding . 
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Reception/Fellowship Hall 
Fee: $100 


This provides for set up of table and chairs before the reception and for cleaning 
and resetting for Sunday activities after the reception. 


All receptions require the completion of the Wedding Reception Information form 
by Wedding Coordinator. 


SUGGESTED HONORARIUMS 


Following is a list of suggested honorariums that are given for the benefit of 
assisting the wedding couple as they consider their wedding budget. 


* Minister $75.00-$150.00 
* Vocalists $50.00 


+ Organist/pianist $75.00 


It is common practice and accepted etiquette to give any gifts of thanks to the 
participants of the wedding at the time of the rehearsal. 


MUSIC 


Since a wedding is a worship service, the music must promote worship. All music 
must be either sacred, contemporary Christian or classical. The Minister of Music 
must approve all music. Any exceptions to this procedure will be reviewed and 
approved by the Minister of Music. Her judgment will be based on the word 
content of the song. All music should be approved at least two weeks before the 
wedding. 


The Bride will be responsible for contacting organists, pianists, soloists and any 
other musician that she wishes to play/sing for her wedding. If the organ in the 
sanctuary is to be used, a Gethsemane organist must be used unless otherwise 
approved by the Minister of Music. 


DECORATIONS 

No furnishings may be moved from other parts of the building. Gethsemane’s 
Director of Facilities and Custodial staff will remove any furnishings customary 
for all weddings. 


Nails, tacks, staples, screws, pins, tape, or anything that will mar the woodwork, 
pews and wall finishes may not be used. 
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Clear plastic must be used under all candelabras to protect the carpet. 


The florist is expected to remove all decorations and equipment promptly 
following the ceremony. 


No equipment, candelabras, etc. may be left at the church until Monday morning. 
It is the family's responsibility to take them home with them if the florist/caterer is 
unable to take them home. 


The florist or visiting Wedding Coordinator and family of the wedding parties 
will be held responsible for cleaning any wax from carpet or furniture that may 
have resulted from wedding decorations. 


The church properties must be left in the condition in which they were found. 


DRESSES AND VALUABLES 


The bride is strongly urged not to leave her wedding dress or bridesmaids dressed 
in the bride's room on Friday night. The church will in no way be responsible or 
liable for personal items such as dresses, wraps, purses, silver, glassware or 
cameras brought to the church for use in a wedding or reception. 


PHOTOGRAPHY 


The photographer may take pictures before or after the ceremony in any part of 
the building. The photographer may take a picture of the Wedding Party, as they 
process down the aisle, and of the Wedding Party as they leave. 
Photographers/camera persons are not allowed to stand on chairs or pews. 


CATERING 


All caterers must meet with the Gethsemane’s Wedding Coordinator two weeks 
prior to the wedding. If no caterer is being used, the bride or responsible party 
will be required to meet with Gethsemane’s Wedding Coordinator to go over the 
guidelines for using Gethsemane’s reception facilities. 


AUDIO/VISUALS 


An audio cassette tape of weddings in the sanctuary will be made and provided 
for the wedding party. The wedding may be video taped using existing light. 
Slide or video presentations may be used in the actual wedding service. 
However, the content must be in keeping with a Christ centered wedding and 
must be approved by Gethsemane’s Wedding Coordinator. 
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CHILD CARE 


Due to insurance liabilities, no child care may be provided at Gethsemane for 
weddings. 


OTHER IMPORTANT INSTRUCTIONS 


No alcoholic beverages may be served at the reception or allowed on church 
premises. 


No smoking is allowed in any of the church facilities. 


No unsightly or inappropriate materials shall be used to decorate the wedding car 
(beer cans for example). 


No rice shall be thrown. Bird seed may be used but must be thrown outside the 
building. 


All members of the wedding party should be at the church no less than one hour 
prior to the ceremony. 
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G. USE OF GETHSEMANE’S CHURCH VEHICLES 


Church Policy: 


Vehicles owned and operated by Gethsemane Missionary Baptist Church are for the 
purpose and support of ministry. They are made available to ministry groups and 
organizations of Gethsemane to provide safe and dependable group transportation for 
church related activities and ministry functions. Church vehicles will not be loaned or 
leased to outside groups. 


“Then Jacob left Beersheba, and Israel’s sons took their father Jacob and their 
children and their wives in the carts that Pharaoh had sent to transport them.” 
Genesis 46:5 


Procedures: 
GENERAL GUIDELINES FOR USE 


Use of church vehicles shall be in compliance with these guidelines, the policies of 
our insurance carrier and applicable state and federal laws. Failure to abide by 
any of these rules will result in privileges of future use of church owned vehicles. 


Church vehicles are to be used exclusively for the support of church ministries 
and programs. Any use apart from this purpose is strictly prohibited. 


Church vans will be used for no less than five and no more then fifteen 
passengers. Each passenger must have access to and use a seat belt. 


The driver will be responsible for making certain that all procedural rules are 
followed, pre and post inspections are done and recorded, and financial 


obligations paid. 
Keys are to be checked in and out from the Church Administrator’s Office. The 


Request For Vehicle Use form must be completed and provided to the Church 
Administrator’s office. 


The driver will have the responsibility of picking up the vehicle from the 
designated area and returning it to that same area after the trip. 


The vehicle must be filled with gas at the end of the trip and returned to the 
storage area with the tank filled. 
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Each passenger must wear a seat belt. 


Adequate adult supervision (at least two legal adults) is required on all trips 
where minors are involved. It is the responsibility of the trip director to secure 
adequate adult supervision. 


On trips of more than 200 miles, an additional authorized driver must accompany 
the group. 


Gethsemane Missionary Baptist Church will not be responsible for traffic tickets 
of the driver. Only the church approved driver may drive the vehicle. 


Smoking is not permitted in a church vehicle. 


Church vehicles are never to be driven on the beach or on other off-the-road type 
use. 


Insurance coverage on church vehicles will meet or exceed all state and federal 
requirements and will be reviewed annually. The church will carry liability 
insurance to cover collision on the vehicle. 

An up-to-date registration card, insurance information, and Vehicle Accident 
Reports will be kept on a clipboard inside the vehicle glove box. 
REQUESTING USE OF VEHICLES 

All vehicle requests should be submitted using the Request For Vehicle Use. 


This request must be approved by the Leader of that ministry prior to submitting 
for approval. 


Requests should be submitted at least two weeks in advance. Emergency 
requests will be handled on a case-by-case basis. 


Requests may be denied if either of the following is determined: 


* — Use is detrimental to vehicle life. 
* — Use is contrary to established church policy. 


If the purpose is deemed not appropriate, the request will be returned to the 
initiator stating the reason for the denial. 


Approval of requests will be based on a "first come, first serve" basis. In certain 
situations in which two groups require the use of a vehicle on the same day, the 
Director of Facilities and the Chairperson of the Deacon Ministry will make a 


350 


determination as to which group shall be authorized to use the vehicle. They will 
take into consideration the number of persons in each group, the distance being 
traveled, and the availability and/or cost of optional transportation. 


AUTHORIZED DRIVERS 
Only authorized drivers shall operate church vehicles. 


Persons wishing to be an authorized driver must meet and/or complete all of the 
requirements listed below. 


* Read and understand the church's Use of Church Vehicles Policy. 
+ Receive instruction on preventive maintenance and emergency procedures. 


* Be knowledgeable about the vehicle, experienced in the appropriate vehicle 
handling characteristics, and receive a road test. 


+ Receive instruction on the completion of all associated paperwork. 
* Have no medical restrictions that would jeopardize the safety of others. 


+ Due to insurance restrictions, no driver under the age of twenty-one (21) will 
be permitted to drive church vehicles. 


PREPARING VEHICLE FOR USE/CHECK-OUT/CHECK-IN 


Upon approval of the Request for Vehicle Use form, the Transportation Ministry 
Team will be responsible for making sure the interior of the vehicle is clean, the 
vehicle is full of gas, and that the vehicle is parked in its proper place ready for 
pick-up. 


Under no circumstances, will vehicle keys be given to a driver who has not been 
pre-approved. 


Every approved driver of a church vehicle will be required to complete a Vehicle 
Review Before Driving Report before the vehicle is driven, and a Vehicle Repair 
Report after the vehicle is returned to the church. These reports will be furnished 
to the driver on a clip board along with the vehicle keys. The Transportation 
Ministry will already have assured road-readiness of the vehicle and recorded 
beginning mileage on the request form. 


Upon return of the vehicle, the driver should record the ending mileage and 
complete the Vehicle Repair Report. The vehicle should be returned to the exact 
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parking spot where it was when picked up. The clip board, completed reports and 
keys will be returned to the Transportation Ministry contact person. 


The driver of the vehicle must see that it is cleaned of all litter, loose clothing, etc. 
following the trip. 


Groups using the vehicle will be held responsible for any interior damages 
incurred on the trip. 


The exterior should be cleaned after use in mud, snow, salted roads, or other 
conditions that dirties the vehicle. 


The Transportation Ministry Team will review these reports and schedule needed 


Gasoline receipts should be submitted to the Finance Office (if applicable) Sunday 
following the event. 


REPAIRS AND MAINTENANCE TO VEHICLES 


Repairs to vans, buses, and other vehicle equipment may be paid from the 
Transportation category of the General Operating Budget. The Transportation 
Ministry Team is responsible for the oversight of these funds. 


Maintenance Guidelines 


Periodic maintenance inspections, as detailed by the appropriate preventive 
maintenance schedule (at least annually), shall be performed by a qualified repair 
garage or certified mechanic. 


Unscheduled maintenance must be approved by the Transportation Ministry 
Team. NOTE: Maintenance on the vehicle away from the normal church 
mechanic should be done only on an emergency basis to get the vehicle back 
home safely without danger to the vehicle or passengers. In the event an 
emergency repair is needed, the driver should attempt to contact the church office 
or Director of Facilities. If at all possible, AAA authorized mechanics should be 
used. 


STATE AND FEDERAL REQUIREMENTS 
State Registration and Permits 
The Transportation Ministry Team shall obtain all required state registrations for 


church vehicles. He will also be responsible for staying current on all state and 
federal regulations regarding the use of church vehicles. 
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The Transportation Ministry Team shall be responsible for securing the various 
permits required for church vehicles operating within the city, county or state. 
The permits must be displayed in or on the applicable vehicle as required by 
regulations. When vehicles are disposed of, the permits should be removed for 
cancellation. 
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H. SERVICE CONTRACTS 
Church Policy: 
A maximum of three bids shall be obtained prior to the execution of a Service Contract. 
“Within three years, as a servant bound by contract would count them...” 
Isaiah 16:14 
“In view of all this, we are making a binding agreement, putting it in writing, and our 
leaders, our Levites and our priests are affixing their seals to it.” 
Nehemiah 9:38 
Procedures: 
EXECUTION 


All contracts and other legal documents must not be executed without the 
following precautions: 


* Document shall identify the church as the party to the transaction. 
* Signer must be an authorized church officer. 


* Document is signed in a representative capacity (i.e. Bill Smith, Treasurer of 
Gethsemane Baptist Church, Inc.). 


* A mandatory arbitration provision should be requested to be put in all church 
contracts. 


Signed copies of the Service Contract should be kept in the Church 
Administrator’s office, Trustees office and Secretary’s office. 


For services where the value is less than $500, such service contracts can be 
executed by the appropriate ministry Department Head, so long as the purchase 
has been approved by the Church Administrator on a Purchase/Funds Request. 


PAYMENTS 
The Director of Facilities, Trustees and Church Administrator, prior to payment, 


check all contractor billings for proper approvals, correctness of prices or 
amounts as set forth in the contract. 
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I. INSURANCE 


Church Policy: 
Since no amount of prudence by church staff and ministry leaders can "eliminate" every 
possible risk and danger to Gethsemane, it is the policy of Gethsemane Missionary Baptist 
Church to provide insurance protection through available coverage types and in adequate 
amounts. All correspondences from church insurance agents must be in writing. 

“He set fire to the temple of the Lord, the royal palace and all the houses of Jerusalem. 


Every important building he burned down.” 2 King 25:9 


Procedures: 
ANNUAL COVERAGE REVIEW 


The Trustee Ministry Insurance and Church Administrator will conduct an annual 
review each year to determine insurance requirements and coverage’s provided. 
A meeting is called the Insurance Agent and the Trustee Ministry and Church 
Administrator before the renewal period of the insurance policy. 


Church leadership should avoid all activities that are not covered under the 
church's insurance policies (i.e. fireworks, practice range for firearms, etc.). 


All church approved special events (i.e. concerts) require the obtaining of a 
special event/activity insurance rider 


Comprehensive and collision coverage’s will not be provided on church vehicles 
having a value of less than $1,500. 
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J. MISCELLANEOUS OPERATIONS REGARDING FACILITIES 


Church Policy: 


Every effort will be made to ensure that Gethsemane’s facilities will be used and operated 
in an effective and efficient manner helping us to achieve the ministry objectives. the 
following FirstChurch ministry objectives have been achieved. 


“His master replied, Well done, good and faithful servant! You have been faithful 
with a few things; I will put you in charge of many things.” Matthew 25:21 


Procedures: 
LOST AND FOUND ITEMS 


Articles left in the church facilities such as articles of clothing or personal 
belongings will be brought to the church office by church staff and/or church 
members. Such items will be placed in the designated lost and found area. The 
Church Secretary will be responsible for maintaining the lost and found area. 


The Church Secretary will make every effort to notify the owner of the item if 
identification can be determined. If no one claims such items within a 90 day 
period, the items will be donated to a needy charity. 


ENERGY CONSERVATION 


Every effort will be made by staff and lay volunteers to conserve energy within 
church facilities. 


Controls will be placed over thermostat settings. Lockable thermostat cover 
boxes will also be used. 


Local utility companies will be asked to conduct free energy audits. Many times 
these companies offer energy-saving devices at no cost to the church through 
rebates and interest-free loan programs. 


To review variances in monthly energy consumption, the Director of Facilities will 
maintain a Summary of Historical Energy Consumption Costs by metered 
locations or buildings. Significant monthly variances will be investigated on a 
prompt basis. 
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PARKING ON CHURCH GROUNDS 


Gethsemane Missionary Baptist Church is in no way held responsible for any 
vehicles parked on the premises of this church that is not owned by Gethsemane. 
Anyone leaving a vehicle on the grounds of Gethsemane is doing so at their own 
risk. 
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K. FUNERAL POLICIES FOR GETHSEMANE 


1. When death occurs in the church family, the pastor should be called immediately. The 
church administrator will assist the family with the details of the funeral arrangements. 


2.Since a Christian funeral is a worship service, it is recommended that the funeral service 
be held in the church, that the congregation join in the singing of hymns of victory, 
thanksgiving, and fellowship, and that the pastor lead the service, drawing heavily on the 
comfort of the Scriptures. 


3.The pastor will help the family select the hymns, Scriptures, and other elements of the 
funeral service to ensure the central theme is our victory over death through faith in Jesus 
Christ. 


4.When the funeral service is held in the church, with the physical remains present, it is 
recommended that public viewing of the deceased in the service be discouraged. Private 
or public viewing of the body may be arranged prior to the funeral service. 

5.Because the funeral service is regarded as one appropriate function of the body of 
Christ, no fees of any kind are charged for the use of the church’s facilities or its 
personnel. 


6.The church is responsible for paying our Organist (no drums, guitars, etc, necessary). 


APPENDIX L 
FINANCIAL POLICIES AND PROCEDURES 
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EFFECTIVE SYSTEM OF INTERNAL CONTROLS 


Church Policy: 
Leadership feels that an effective system of internal controls is required to ensure integrity 
over the receipt and use of God's financial resources and the safeguarding of church assets 
of which were provided primarily through the members of Gethsemane. 

"Whoever can be trusted with very little can also be trusted with much, 

and whoever is dishonest with very little will also be dishonest with 

much. So if you have not been trust-worthy in handling worldly wealth, 

who will trust you with true riches?" Luke 16:10 


"But everything should be done in a decent and orderly manner." 
1 Corinthians 14:40 

Procedures: 
REASONS FOR INTERNAL CONTROLS 
Internal control is a system of policies and procedures intended to provide 
reasonable assurance that the ministry objectives/goals/values of Gethsemane will 
be achieved. 
KEY INTERNAL FINANCIAL CONTROLS 
Following, are several key internal financial controls, which will be established 
and continually monitored, in the various financial operations and systems of 
Gethsemane Baptist Church: 


Prepare annual budgets and promptly investigate variances from actual to budget 
estimates. 


Require sufficient documentation on all transactions. 

No one has authority to purchase items without prior and proper approval. 
Should items be purchased without prior approval, reimbursements will not be 
allowed. 

Cross-train and rotate duties of employees working in the Finance Office. 


Investigate any noted differences on a timely basis. 
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Make regular reports to leadership and church members concerning receipts and 
expenditures to show fiscal integrity and build confidence in how gifts are 
received and disbursed. 

Require all persons handling cash to be adequately bonded. Bonding such 
persons provides effective insurance coverage in case of loss of cash assets. 


Require continued internal audits of the church's financial systems and an external 
independent CPA audit every three years. 


Safeguard and ensure the privacy of financial records by maintaining them ina 
place where they will not be destroyed, altered, or tampered with. 


Internal Controls Checklist 


To assist ministry councils, committees, ministry teams and staff in understanding 
the importance of internal controls, a Basic Internal Controls Checklist will be 
used to train staff and lay leaders. 


RELEASE OF FINANCIAL INFORMATION 


Church Policy: 


The release of financial information must be in accordance with standards established by 
Gethsemane Missionary Baptist Church and under the approval of the Minister of 
Administration. All requests outside the norm of operations will be referred to the Church 
Administrator. 


"But I tell you that men will have to give account on the day of judgment 
Sor every careless word they have spoken." Matthew 12:36 


"For we are taking pains to do what is right, not only in the eyes of the 
Lord but also in the eyes of men." 2 Corinthians 8:21 


Procedures: 
REQUESTS FROM NON-CHURCH MEMBERS 


All written requests from non-church members, for certain church financial 
information, will be forwarded to the Church Administrator. She will review all 
such requests and determine if the request should be granted. If the request is 
approved, she will also authorize who will make the reply. 
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All verbal requests (i.¢. over the telephone, personal visits, etc.) from non-church 
members for the release of church financial information will be denied. 


REQUESTS FROM CHURCH MEMBER 


Annual budgets and monthly financial statements will be provided to any church 
member of Gethsemane upon request. All other financial requests should be 
forwarded to the Church Administrator’s office. Every effort will be made to 
meet the member's request if the request is reasonable and appropriate under the 
circumstance. 


Ifa request is received ftom a church member who is under church discipline, as 
outlined in the By-laws and/or the Conflict Resolution policy as documented in 
the Leadership and Management section of this Policies and Procedures Manual, 
the Church Administrator will obtain advice from the Pastor before any 
information is released. 
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ACCOUNTING SYSTEM FOR FUNDS 


Temporarily Restricted Funds 


These are contributions that were given for a specific restricted purpose as 
established by the Executive Church Council. Gifts to these funds will be in 
addition to gifts given to support the church’s general budget. The church may 
establish certain major temporarily restricted funds that will be accounted for 
separately. Expenditure of these funds will only be made for the fulfillment of the 
specific donor restricted purpose. Following, are two restricted funds that have 
been approved by the Executive Church Council: 


. Building Fund - Gifts to this fund are given for new construction, major 
renovation, or the purchase of new property. 


* Benevolence Fund - Gifts to this fund are given to assist needy church 
members and friends. 


Financial reports should be made available to the congregation on a regular basis. 


Pastor’s Love Offering Funds 

Q To be received during the morning services and noon services on the 
second Sunday of each month. 

@ Members of Gethsemane are to participate in this offering on a free will 
basis without obligation. 

a The suggested amount given is $20 per member, however, any amount is 
acceptable. 

Q So as to prevent co-mingling of funds, the love offering should be 
received in separate offering baskets designated specifically for the Pastor. 

a Once funds are received they should be secured in a separate large 
envelope and given specifically to the pastor or a designated individual. 

Q The Trustees should attempt with adequate reasonableness to safeguard 
the Pastor’s love offering funds. 

a The Pastor is responsible for all IRS Teporting requirements regarding 
these funds, 
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BUDGETING 


Church Policy: 


Budgets will be prepared for the purpose of "estimating the cost" of all significant ministry 
plans, programs and projects of Gethsemane. Budgets will function as Gethsemane 
spending plans. All prepared budgets will be monitored with significant variances between 
actual and budget estimates promptly investigated. 


"Suppose one of you wants to build a tower. Will he not first sit down 
and estimate the cost to see if he has enough money to complete it? For 
if he lays the foundation and is not able to finish it, everyone who sees it 
will ridicule him." Luke 14:28-30 


"The plans of the diligent lead to profit as surely as haste leads to 
poverty.” Proverbs 21:5 


Procedures: 
ANNUAL GENERAL OPERATING BUDGET PROCESS 


A budget is one of the most effective internal controls when it is effectively 
prepared and occasionally compared to actual results on a monthly basis. If 
management of the church carefully monitors variances from the budget, the 
likelihood of a large misstatement (intentional or unintentional) or 
misappropriation taking place, without being detected fairly quickly, is reduced 
considerably. This type of overall review of the budgeted financial statements of 
Gethsemane is very important. Every ministry Department Head, lay ministry 
leader and Finance Committee member should feel free to ask any questions 
regarding any items which appear to be significantly-out-of line, either with the 
budget or with what he/she would have expected the actual figures to have been. 
It is this type, of probing for reasons why deviations exist, that has uncovered 
many present and potential financial problems. 


Determining Next Year's Ministry Objectives and Goals 


The annual general operating budget process begins well before the new budget 
year begins. The Elders of the church begin the budgeting process by planning 
and holding several prayer/planning meetings and/or retreats. Each ministry 
leader will be required to evaluate their ministry by completing a 
Ministry/Program Planning Questionnaire. These questionnaires will be reviewed 
at the various planning gatherings. 
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Developing Ministry Plans to Accomplish Objectives and Goals 


Once the Staff and Ministry Leaders understand the ministry directions and 
emphases for the upcoming year, they will then be asked by the Elders to develop 
new plans of programs, projects and events to. effectively accomplish next year’s 
ministry objectives and goals. All Ministry Leaders will be provided with Project 
Objectives Planning Sheets for use in developing their ministry plans. After 
ministry plans have been approved, the Minister of Administration will request 
from all Staff and Ministry Leaders, a preliminary church calendar of events for 
the upcoming year based on their ministry plans as approved by the Elders 


Events that should be included in the preliminary calendar should not only include 
those events to be held in church facilities but also those that are being planned to 
be held at "Off-Site" locations (i.e. Choir functions, women ministry brunches, 
etc). 


The preliminary Master Church Calendar of events will be reviewed by the Pastor 
and Staff to determine if the plans actually accomplishes Gethsemane’s ministry 
objectives and goals for the upcoming year. They will also review to see if any of 
the submitted events cause conflict (ie. doctrinal issues, facility uses, etc.) to the 
church or staff. The Ministry Leaders will be contacted if additional information 
is needed regarding an event. 


Special approved designated or donor-restricted programs such as building 
programs, debt retirement, benevolence, etc., are not included in the annual 
General Operating Budget process. 


Projecting Anticipated Expenditures to Fund Ministry Plans 


Once all events have been reviewed and approved by the Elders, a final Master 
Ministry Calendar of Events will be prepared and given to all Staff and Ministry 
Leaders. Once this calendar has been received, the Staff and Ministry Leaders 
can now begin preparing budgetary needs for their requested events 


After the budget has been presented and all questions answered, the budget will 
be voted on. Once approved, the get will be entered into the church computer 
system before the new year begins. 


If the church pledges the budget, pledge cards would need to be distributed to all 
members. Following, are two types of cards that could be used: 


* Stewardship Commitment Card 
* Budget Pledge Card 
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BUDGET REVISIONS 


In an effort to remain sensitive to the leadership of the Holy Spirit, certain 
originally budgeted line items might need to be revised during the year to more 
effectively and efficiently minister to the needs of the body. 


CONTRIBUTIONS 


Church Policy: 


Volunteer contributions received as tithes and offerings from members will be the primary 
source of support for Gethsemane Missionary Baptist Church. These contributions will be 
collected, deposited and accounted for in an accurate, timely and confidential manner. 


Donations to the church will be accepted for unrestricted use or for any one of the special 
restricted funds or programs that have been established. The church may also accept a gift 
designated for a specific purpose for which no special fund has been established if it is 
within the scope of the church’s mission and approved by the Executive Church Council. 
Unusual gifts, gifts that have conditions attached, or gifts that require the church to 
assume an additional or a specific liability, must be reviewed by the Executive Church 
Council before being accepted. 


"What is more, he was chosen by the churches to accompany us as we 
carry the offering, which we administer in order to honor the Lord." 
2 Corinthians 8:19 ; 


"We want to avoid any criticism of the way we administer this liberal 
gift. For we are taking pains to do what is right, not only in the eyes of 
the Lord but also in the eyes of men." 2 Corinthians 8:20-21 


"The silver and gold are a freewill offering to the Lord, the God of your 


Jathers. Guard them carefully until you weigh them out in the chambers 
of the house of the Lord..." Ezra 8:28-29 


Procedures: 
GENERAL INTERNAL CONTROLS 
For the protection of both the contributions collected and the reputations of those 
who handle such funds, care will be taken to assure that cash collections are 
always under the control of at least two unrelated trustworthy individuals. 


Leadership will stress the importance for members to use offering envelopes when 
making their contributions to the church. The person giving should accurately 
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and neatly complete the information on the face of these envelopes. The donor's 
name, amount of contribution and any special designation must always be 
provided on the front of the envelope by the donor. 


All gifts will be summarized on an authorized accounting form by those 
responsible for receipting and counting such gifts. The total amount recorded on 
this form must also be in agreement with the bank validated deposit slip. And a 
copy will be given to the Pastor. 


All gifts will be accurately recorded in the church's financial and donor records on 
a timely basis (within 72 hours of receipt). The only exceptions to this time 
requirement are gifts that require further information from the donor or a review 
by the Finance Committee. 


A weekly summary of gifts received by giving categories will be provided to the 
Senior Pastor, Church Administrator, ministry Department Heads, Treasurer, and 
Chairperson of the Finance Committee. A gifts summary will also be provided to 
the church members in its weekly church bulletin. 


SOLICITATION OF CONTRIBUTIONS 


Solicitations of contributions from church members, nonmembers, businesses, 
foundations, etc. will be made in accordance with scriptural guidelines and ethical 
business and fund raising practices. All fund raising appeals at Gethsemane must 
be made according to the following standards: 


* — Clearly identified as to the purpose and program to which the donation will 
be applied. 


* — Presented in a manner where they do not create an unrealistic donor 
expectation. 


* Presented in a manner where they do not compel the donor to make a gift 
under pressure. 


* — Avoided when they do not directly relate to the purpose/mission statement of 
the church. 


To ensure that there will be no misunderstandings on the part of the donor and 
the church as to how special appealed funds will be used, it is the responsibility of 
the Executive Church Council to review and approve the actual fund raising 
appeal in written form for all fund raising projects or programs of Gethsemane. 
This exact wording will be used to read from when verbal appeals are made and 
when placed in brochures, bulletins or other written communication pieces. 
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Gethsemane will provide a report, including financial information, to a donor or 
Prospective donor on any project or program for which funds are being solicited. 
This report will be mailed upon request from donors on a timely basis. 


General Fundraising Guidelines 


All requests for funds to support Gethsemane Missionary Baptist Church 
Programs and activities, which have not already been approved through the 
general operating budgeting process, are required to be submitted to the 
Executive Church Council for approval. 


All church program and ministry expense needs will be provided for through 
either the general operating budget, pre-approved pledges, or special love 
offerings taken through worship services. Occasionally, dinners will be sold with 
special approval from the Executive Church Council, Monies received from 
special approval activities should be the property of Gethsemane and properly 
accounted for. 


General Record Keeping for Contributions and Donors 


All cash gifts (coins, currency, checks, money orders, etc,) shall be posted to the 
church's automated contribution computer system. This donor information will 
be maintained on a strict confidential basis, Every 6 months, all donors will be 
sent a Record of Cash Contributions Statement These statements will also be 
distributed to children, visitors and any other contributor, regardless of the size of 
the gift. 


Any donor may request to verify their contribution records by providing the 
Tequest in writing to the Church Administrator. The Church Administrator will 
coordinate an appropriate time for the donor to come to the church to inspect 
their giving records. Phone and walk-in requests will normally not be authorized 
by the Church Administrator. 


Love Offerings 


All love offerings must be approved, in advance, by the Executive Church Council 
before a commitment of a love offering is extended to the church body, 
nonmembers or an organization. 


To assure consistency, to avoid the appearance of mishandling of offerings, to 
enable an appropriate audit trail to be maintained in church records, and to be 
certain that contribution credit will be appropriately granted and recorded, all love 
offerings taken by Gethsemane (this includes love gifts taken for visiting ministry 
organizations) will be collected, counted and deposited through normal church 
offering procedures, properly accounted for by the Finance Office, and a check 
issued by Gethsemane to the appropriate recipient. At no time will a visiting 
guest or ministry be allowed to solicit offerings directly on their behalf. 
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Pastor’s Love Offering Funds 

Q_ To be received during the morning services and noon services on the 
second Sunday of each month. 

a Members of Gethsemane are to participate in this offering on a free will 
basis without obligation. 

a The suggested amount given is $20 per member, however, any amount is 
acceptable. 

Q So as to prevent co-mingling of funds, the love offering should be 
received in separate offering baskets designated specifically for the Pastor. 

Q@ Once funds are received they should be secured in a separate large 
envelope and given specifically to the pastor or a designated individual. 

Q The Trustees should attempt with adequate reasonableness to safeguard 
the Pastor’s love offering funds. 

a The Pastor is responsible for all IRS reporting requirements regarding 
these funds. 

Q Gethsemane is relieved of any and all governmental responsibilities for this 
particular love offering. 


Sale of Guest Speaker's Products 


During regular church worship services and revivals, announcements from the 
pulpit regarding items for sale are to be discouraged. If announcements are 
deemed necessary, they are to be made from the pulpit at the beginning of the 
service during the regular announcement time and will be made by a member of 
the church staff without any form of "sales pitch." 


Records, tapes and books may be sold before and after regular church services 
and revivals in the FELLOWSHIP HALL area of the church. No sales or signs 
are to be allowed in the Sanctuary’s main foyer or lobby area. 


Applications For Grants 


The church is open to consider funding sources from organizations that provide 
grants, so long as the purpose of the grant is to enhance the mission and/or 
purpose statement of Gethsemane Missionary Baptist Church. All grant 
applications require Executive Church Council’s review and approval. 


Benevolence Fund 


Gethsemane has established a benevolence fund to assist persons in financial need 
and to foster the Food Bank Ministry. The church welcomes contributions to the 
fund which will always be considered "to or for the use" of Gethsemane. The 
administration of the fund, including all disbursements, is under the control and 


371 


discretion of the Benevolence Ministry Team. Monies should handled the same as 
regular contributions through depositing and a check be disbursed to the 
responsible individual. 


All requests for assistance will be made on the Benevolence Assistance form. The 
Benevolence Ministry Team and Executive Church Council will review all such 
requests. 


Scholarship Fund 


Gethsemane has established a scholarship fund to assist full-time college students 
studying at an approved college or seminary. The administration of this fund, 
including all disbursements, is subject to the exclusive control and discretion of 
the Scholarship Ministry Team and Executive Church Council. 


Students who want to be recipients of the scholarship fund must complete an 
application, prior to the established deadline, to the Scholarship Ministry Team. 
The Scholarship Ministry should establish an amount per student, with funds 
disbursed directly to the college or seminary. 


The church welcomes contributions to the fund which will always be considered 
"to or for the use of" Gethsemane. The administration of the fund, including all 
disbursements, is subject to the exclusive control and discretion of the Scholarship 
Ministry Team and Executive Church Council. 


Each recipient must meet the scholarship requirements as established by 
Gethsemane and not the donor. Anyone wishing to make contributions to the 
fund, subject to these conditions, may be able to deduct their contributions if: they 
itemize their deductions. Receipt of funds will be accounted for on the donor's 
annual giving statement. Checks should be made payable to the church with 
notation on the contribution envelope that the funds are to be placed in the 
Scholarship Fund. 


Offerings for Special Guests 


Ifa special love offering is taken for an evangelist, preacher, missionary or other 
special guest of the church, these offerings will be collected and deposited in the 
same manner as any other offerings of Gethsemane. All checks should be made 
payable to Gethsemane and not the name of the special guest or it's ministry 
organization. A church check will be issued to the special guest in the amount of 
the offering under normal check processing procedures. 
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COLLECTION OF OFFERINGS 
In Worship Services 


A minimum of two unrelated trustworthy ushers should always be present when 
collecting offerings. An adequate number of ushers should be maintained so that 
their duties and assignments can be rotated on a periodical basis. During the 
offering taking, at no time should one usher be left alone with the offerings that he 
has collected and are in his possession. As each usher completes the collection of 
offerings from his assigned area in the sanctuary, he should wait inside the 
sanctuary in public view until all ushers have completed their assigned areas. 


Visitor cards should be removed from the offering plates and given to the Church 
Secretary at the conclusion of the worship service. The offering bank bag should 
be immediately taken to the dual-controlled drop safe located in the church office 
by a minimum of two unrelated ushers. The bank bag should be dropped in the 

drop safe for security until the Money Counter’s Committee counts the offerings. 


At times there may be additional offerings taken in a worship service (i.e. love 
offerings for missionary, guest speaker, etc.). These offerings are collected and 
handled, procedurally, in the same manner as noted above. 


In Sunday Schoo! Classrooms 


The class secretary should place all unopened offering envelopes in the provided 
class offering basket in the presence of class members. The class secretary should 
maintain this offering basket in his/her presence in the classroom until the two 
unrelated designated deacons or authorized individual(s) arrive to collect the 
offering basket. 


The two designated deacons will deliver the class offering baskets unopened to 
the Money Counter's Committee in the secured designated room for counting. 


COUNTING OF OFFERINGS 
Money Counter's Committee Responsibilities 


All members (adult men and women) serving on the Money Counter's Committee 
will be select by the Pastor and can be selected by the Executive Church Ministry 
Council. These individuals must be spiritually mature and regular Tithing 
members of Gethsemane Missionary Baptist Church. 


Offering envelopes should never be opened or church funds counted unless the 

ini f two unre] trustwo) committee are present, A 
husband and wife team is considered as only one member. There should be an 
adequate number of committee members so that their attendance at countings and 
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specific duties can be rotated on a periodical basis. The current group of Money 
Counters are also Trustees, but doesn’t have to be. 


Church offerings must be counted only by duly selected or elected Money 
Counter members. Friends, family members and other church volunteers should 
not be used if at all possible. 


All donor contributions must be kept in strict confidence and should never be 
discussed among the Money Counters members or any other individual. 


Conversations in the counting room should be held to a minimum so as to help all 
counters’ concentration. 


Securing Offerings For Counting 


The drop safe of the church requires the presence of two Money Counter 
members to be present to open the safe. 


Also, no staff person shall have access to opening this drop safe. The drop safe 
must never be opened unless two Money Counters members are present to 
remove the offerings for counting. 


This room must have a dead bolt lock on it where it can be locked from inside the 
room, by the committee members, when the offerings are being counted. The 
door to this room must also have a peephole installed in it for the purpose of 
observing who should be allowed to enter the room once the offerings are 
brought to the room for counting. The door to the counting room must be kept 
closed and locked at all times. At no time should offerings be left in this room 
alone without the presence of two Money Counter members. 


Counting Procedures 


Each collection (Early Sunday morning, Sunday morning, Sunday evening, etc.) 
will be counted and recorded separately. This is for the purpose of monitoring 
levels of giving for each service. 


A designated committee member should separate all loose coins, currency and 
checks. Currency should be further separated by denominations for ease of 
counting. Coins shall be rolled, checks stamped "For Deposit Only", and 
currency bundled, counted and strapped by denominations. Remaining loose 
coins shall be placed in an envelope with the amount written on the outside. The 
total of all loose offering countings should now be place on the Cash Receipts 
Form. 


Another committee member should separate envelopes by tithes, building fund 
and other approved designated funds. Envelopes that have no writing on them 
should be given to the member who is counting loose funds. 


374 


Money Counters should begin opening each envelope and verifying the amount 
inside with the amount written on the face of the envelope. If a check is enclosed 
in the envelope, the committee member should verify the donors name as printed 
on the check with the name as shown on the face of the envelope, observe that 
the check has been signed, and review that the check has not been post dated. 


All checks must be endorsed by stamping on the back "For Deposit Only". 


Church funds should never be taken from the church premises prior to counting 
and preparing them for deposit. Also, change should never be made nor personal 
checks cashed from offering plate receipts. 


DEPOSITING OF OFFERINGS 


NEVER write totals on the deposit slip until all amounts have balanced. The 
original deposit slip should be placed in the bank bag along with the deposit 
(rolled coins, strapped currency, loose coin envelope and bound endorsed 
checks). 


The actual deposit should be promptly taken to the bank for deposit or the night 
depository by two members of the Money Counters ministry. 


The bank validated deposit slip and bank bag will be returned to or be picked up 
at the bank by an assigned individual. 


The Cash Receipts Report should be attached to the bank validated deposit slip. 


RECORDING CONTRIBUTIONS TO DONOR RECORDS 


The recording of donor contributions is one of accuracy matched with timeliness 
teamed with the safeguarding of church funds. The contribution must be inputted 
into the proper donor account to be accurate. Also, the church must report to its 
contributors the amount given, therefore, timeliness must be present in the 
process. 


CONTRIBUTION FORECASTS AND STATISTICS 


The forecasting of anticipated future levels of contributions is critical for ministry 
planning. Historical levels of giving should be maintained from year-to-year. 
Additional giving statistics should be prepared showing such areas as: 


¢ church membership 
* — worship and Sunday School attendance 
* number of giving family units 
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average gift per family unit 

dollar giving levels 

number of members giving nothing 
staff and leadership giving levels 


eee e 


Pastor Stewart should receive a copy of each report regularly. 


Following, is a list of forecasts and statistic reviews which are being prepared 
during the annual budget preparation process: 


Budget Tithe and Offering Receipts — Past Two Years. 
Analysis of Church Membership Growth. 

Analysis of Budget Offering Contributions by Leadership. 
Average Per Week Analysis of Budget Offering Contributions. 


All giving statistics and facts should be maintained strictly confidential. 


Monthly forecasts of contributions should be prepared and compared to actual 
receipts on a monthly basis by the Church Administrator. Unfavorable trends 
should be promptly communicated to the Senior Pastor and the Executive Church 
Council. 


CONFIDENTIALITY OF GIVING RECORDS 


Records shall be locked and/or inaccessible when not being used during the 
normal course of church operations. The computerized contribution module will 
be password protected. Those who have access to these records are the Senior 
Church Secretary and the Church Administrator. 


SPECIAL FUND RAISING EVENTS 


All special fund raising events, which are to be planned and coordinated by a 
ministry of Gethsemane Missionary Baptist Church, must be approved by the 
Executive Church Council in advance of any promotion. The Council will 
evaluate the event to determine if it complements Gethsemane's mission and 
purpose statement. Other considerations will include: planned ministry results, 
calendar conflicts, demands on staff, financial plans, facility use, planned 
promotion, etc. 


All funds collected from any and all fund raising events must be turned in to the 
Trustees to be deposited and accounted for. The Trustees will then issue the 
appropriate check amount directly to the company providing the product or 
service. 


The Pastor should be kept abreast of funds collected on a regular basis. 
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PURCHASING 
Statement of Policy: 


The ability to spend Gethsemane's finances will be kept under control. All purchases must 
directly relate to fulfilling the ministry purposes of Gethsemane. Purchases of ministry 
products and services such as, supplies, literature, small equipment purchases must be 
approved before the purchase is made, funds are advanced, or the church is obligated for a 
product or service. Such purchasing guidelines will assist authorized church 
representatives in monitoring actual spending and effectively managing the church's cash 
flow. Competitive bids will be taken on all significant purchases. 


"In the house of the wise are stores of choice food and oil, but the 
foolish man devours all he has." Proverbs 21:20 


Procedures: 
VENDOR SELECTION AND FILES 
Vendor Selection 


As vendors are being evaluated and selected, church leadership should network 
with other churches and professionals who purchase or use the same services and 
supplies. Such networking will generate good ideas on where to find the best 
prices, quality vendors and exceptional service. 


All approved vendors of the church will be listed on the Approved Church 
Vendors printout. 


Vendor Files 


A vendor file should be prepared for each vendor that is listed on the Approved 
Church Vendors printout. This file will contain all pertinent information 
regarding the vendor. Reference checks, credit applications, correspondences, 
Vendor Information Sheets, and other relevant documentation will be placed in 
this file. 


ORDERING AND REQUISITIONS 


Ministry supplies, literature and other needs will be ordered based on available 
inventory levels, requirements to satisfy normal daily ministry operations and 
upcoming special ministry events. 


Supplies for the copier and computer should be ordered at such a level as not to 
run out of paper, ink cartridges or copier ink. 
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APPROVAL PROCESS 

For materials or services that cost less than $50, ministry workers and staff must 
properly complete a Purchase/Funds Request. These Purchase/Funds Request 
must be approved by Church Administrator. 


For purchases of materials or services costing in excess of $50.00, must be 
approve by the Church Administrator request before the purchase is actually made 
or the service is performed. 


CASH DISBURSEMENTS 


Statement of Policy: 
Paying Gethsemane’s obligations in a timely manner serves as a testimony to the business 
community. Proper internal controls will be followed to ensure that only valid and 
authorized payables and services are recorded and paid. 

"Give everyone what you owe him; If you owe taxes, pay taxes; if 

revenue, then revenue; if respect, then respect; if honor, then honor.” 

Romans 13:7 


"The expenses of these men are to be fully paid out of the royal 
treasury...so that the work will not stop." Ezra 6:8 
Procedures: 
GENERAL GUIDELINES 
General Operating Budget Disbursements 
The current year General Operating Budget will serve as the guide to determine 
the availability of funds when a cash disbursement request is made. 
CHECK SIGNING AUTHORITY 
Authorized Check Signers 
The Executive Church Council is responsible for approving check signers on all 
Gethsemane bank accounts. The church Treasurer, Assistant Treasurers and 


Church Administrator will always have check signing authority. Check signers 
should never be related to each other by blood or marriage. 
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All check signers must be consistent and responsible for examining the invoices 
and supporting documentation as furnished to them before signing the check. 
Authorized check signers should never: 


* co-sign checks made payable to themselves or to family members, with the 
exception of payroll checks 


*  pre-sign blank checks for future use 
* sign checks payable to "bearer" or "cash" 


* altar checks in any way 


PROCESSING OF PAYROLL 


The Church Administrator/ Trustees are responsible for all payroll records and 
procedures. 


Payroll Check Distribution 

Payroll checks shall be delivered on-Sunday immediately following the counting 
of funds from the 10:30am service. 

LOANS OF CHURCH FUNDS 


The Church does not loan money to non-members. 


RETURNED CHECKS 


All returned checks that have been stamped “insufficient funds” will be 
redeposited when the next deposit is prepared. 


The Finance Office staff should have procedures in place to ensure that the 
redeposit will not be posted twice to the donor's contribution records. 


Return of Redeposited Checks 


For all checks that have been returned to the church a second time, they must be 
given to the Church Administrator for follow-up. 


As in any matter dealing with a church member or donor, staff should be 
sensitive to the donor's circumstances and hold such findings to reasonable levels 
of confidence. 
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MISSING OR STOLEN PROPERTY 


The Church Administrator should be immediately contacted when a staff person 
becomes aware of a missing or possibly stolen piece of property. If the initial 
notification was verbal, a written report would need to be prepared. This report 
should describe the item missing (including serial numbers if applicable) and give 
any other pertinent facts surrounding its disappearance. 

The Church Administrator will determine the proper course of action and will 


notify the church insurance carrier and any outside authorities if deemed 
appropriate. 


BORROWINGS FROM CHURCH MEMBERS 
To avoid possible legal complications and ill feelings between members and 


church leadership, Gethsemane leadership is not allowed to raise funds by 
borrowing from its members. 


APPENDIX M 
GETHSEMANE ACTIVITY EVALUATION MODULE 
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GETHSEMANE’S MINISTRY AND PROGRAM EVALUATION CHECKLIST 


1. What is the name of the ministry or program activity? 
2. When and where is it expected to take place? 
3. What are the goals toward which the activity is supposedly moving? 


4. Are the goals in harmony with the nature and mission of Gethsemane Missionary 
Baptist Church? 


a. How does the activity actually contribute to achieving the goal of glorifying 
God (I Cor. 10:31)? 


b. How does the activity actually contribute to achieving the goal of showing 
love to God through worshiping God (Mat. 4:10, Ex. 34:14)? 


¢. How does the activity actually contribute to achieving the goal of loving 
your neighbor as yourself (Matt. 10:42)? 


d. How does the activity actually contribute to achieving the goal of making 
obedient disciples through instruction and teaching (Matt. 28:19-20; Eph. 
4:12-13)? 


e. How does the activity actually contribute to achieving the goal of baptizing 
new believers into the fellowship of the church (Matt. 28:19-20)? 


f. How does the activity actually contribute to achieving the goal of “going” 
into the world by way of evangelism (Matt. 28:19-20)? 


5. Is the activity in conflict with any other equally valid project of Gethsemane 
Missionary Baptist Church? 


6. Are sufficient personnel and resources available to carry out the activity? Or will 
the congregation be overburdened by it? 


7. Will all aspects of the activities comply with the Word of God? 


8. Is there a danger that this activity, as a means to an end, will become an end in 
itself, thus failing to meet the real goal by its very “success”? 


9. Are there other more basic goals that require prior attention? 
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